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Forward

This handbook contains information on Cboperative Vocational Education
(Cbop) and On-the-Job Training (QJT) programs. These two vocational work
experience programs are designed to teach and refine actual job skills.

Cooperative vocational education is a method of instruction related to
vocational training which has taken place in a schosl setting. The job
skills learned in school are applied and refined in a job setting. There
is an employer/employee relationship between the employer and the student.

On-the-Job Training is a method of instruction which is not attached to
in-school vocational training. Job skills are learned in the work setting.
There is a training relationship between the employer and the student.
Normally no payment is made to the student because the cost of thne and
supplies of the employer exceeds the productivity of the student. Wany
communities have self enployed people who normally have no employees. OJT
provides an opportunity to expand the student training in these areas as
well as into areas where there is an insufficient number of students to
have a class in school.

This Cbop/CUT Handbook is designed to provide practical suggestions for
planning, initiating, operating and evaluating Coop and CUT programs at the
secondary level. Me handbook is designed to provide assistance to school
district administrators, vocational educators, snd the teacher-coordinators
responsible for Cbop and OJT programs.

III/ Both new and experienced administrators and teacher-coordinators should
find this resource helpful. The content is sufficiently specific, but
flexible enough to allow full expression of individual initiative.

Schools today have an cpportunity to extend their educational programs by
utilizing the resources of their communities through Cbop and OJT. This
method of using community learning stations in conjunctionwith school
resources has proven to be a strong bridge between school and enployment.
As students encounter problems on the job, they can draw on the full
resources of the school.
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Purposes of Coop and OJT Programs
Cbop and =make the local connunity an extension f the school. These
methods of utilizing community training sites in conjunction with school
resources have proven to be a strong bridge between school and employment.

Cbop programs provide:

- Work sites for students to apply and refine their skills
- Rinds which may be needed for students to continue their education
- School credit for graduation purpose
Positive school/community relationships

CUT programs provide:

- Work sites which provide skills not normally available through the
regular curricultm
Self employment skills in unique occupations such as backpacking
and taxidermy

School credit for graduation purposes
- Positive school/community relationships

CUT provides vocational training to students in schools which cannot
provide for any one of several reasons, one or more of the followigg:

- Sufficient training stations for a Cbop program
- Sufficient number of students with common career objectives to
warrant hiring a vocational education specialist

- Sufficient equipment and facilities to provide training within che
school

Employers/community volunteers work closely with the OJT Cbordinator and
student to develop a training plan which will prepare the student for the
specific occupation.

The Cbop and OJT programs assist students in applying skills learned in the
classroom through practical work experience. Success on the job helps
students to recognize that subsistence and cash economies can be compatible
systems, and allows participants to mold together different economic
systems in a positive manner. Participation in work experience programs
should give students a competitive edge in the job market.
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Program Overview

Definitions of Work Experience Education
Wbrk experience education in Alaska is divided into five classifications:
mrx exploration; Rural Student Vocational Progran (RSVP); general work
experience; Cb -the-Job 1Yaining (ITT); and Cboperative Wbrk Ekperience
((bop). Each type is initiated and controlled by the school personnel.
The specific purposes of each vary, and a single school may not necessarily
provide for all five types.

Wbrk exploration is essentially a guidance program. Students are given
opportunities to observe and participate in a variety of activities as an
extension of the regular school program. Exploratory work experience
should be closely coordinated with the guidance and counseling progran of
the school. It is an opportunity for students to begin to ur'-rstand the
process of career decision-making. This program is ideally ihplemented at
the junior high level to assist students in beginning to make realistic
career decisions. The work exploration progran provides opportunities for
students:

to learn about their aptitudes
to explore their personal interests
to learn tasic information about various occupations
to sample various entry-level occupations

Eural Student Vbeational Program (RSVP) is a two-week, full-time work
experience for Adaska's rural high school students where training stations
are minimal or non-existent. Vocational students travel to one of three
metropolitan centers, live with boarding parents, and work in an urban
business setting. The program provides opportunities for students:

to evaluate their career decisions
to apply the personal competencies learned in a rural
setting to an vrban work site

to gain urban survival Skills necessary for employment

General work.experience is part-time work which may or uay not be related
to occupational goals of the students, but is related to classroom
instruction in career exploration. Approved program status is not granted
for general work experience. The program provides opportunities for
students:

to apply knowledge of their interests, aptitudes,
and abilities
to learn personal skills related to the work environment
such as punctuality, interpersonal relations, appearance,
initiative, etc.



Qb -the -Job Training (111.) is a vocational program wbich provides high
school students with a greater range of vocational courses by using
community-based work sites vdth the teacher supervising the instruction
conducted by the employer. OJT is an individualized approach wtach
provides specific job skills. Students will be given school credit for
their work. There is a trainer/student relationship at the job site. The
program provides opportunities for students:

to learn specific job skills related to a career goal
such as small engine repair, merchandising, airline
ticket agent, bank teller, etc.

to Apply career competencies to personal career goals
to work under close one-to-one supervision in an
actual work setting

Cboperative Mbrk Experience O(cop) is a vocational course directly related
to the student's career goals. Cboperative work experience is the capstone
of an occupational training sequence. Work serves as a practical
laboratory for reinforcing the in-school occupational training. Students
receive both pay and school credit for their work. There is an
employer/employee relationship at the job site. The program provides
opportunities for students:

to apply in an actual work situation the job skills
learned in the classroom

to refine personal and job skills necessary to obtain
entry-level employment

8 12



Benefits of Work Experience Education
Wbrk experience education provides opportunities for students:

to develop an understanding of enployment opportunities and
responsibilities

to develop attitudes and work habits for job canpetency
to develop a better understanding of human relation through working
with other eqployees
to earn while they learn
to learn in dual enviroanents of both school and job

*to be placed in jobs %dth the potential of possible permanent
employment

*to develop socially and vocationally
to add meaning and value to all phases of the educational progran

Work experience education provides opportunities for the school:

to provide a learning laboratory fur students without major
expenditure to Lae school

4 to unite the business caumunity and school in developing a strong
vocational program

to provide a practical means for students to develop employable
skills

Work experience education provides opportunities for the enployer:

to help select, instruct, and prepare young workers for effective
job performance

to receive assistance fram the school in instructing and counseling
during the transition period from school to work
to hire selected and motivated workers mho have chosen a career in
keeping with their interests and aptitudes
to render an hnportant public service
to be involved in a practical educational concept at the local level

Work experience education provides opportunities for the community:

to familiarize students wdth local employment opportunities
to provide specialized occupational training at a reasonable cost
to develop productive citizens
to pranote closer cooperation and understanding between the
community and the e-hool

9 13



Legal Considerations

The Cbop and OJT Cbordinators are expected to know the federal, state, and
local labor lasm/regulations that apply to students and the training sites
where they are placed. Coordinators are not to serve as law enforcement
officers, but rather they are expected to inform participating employers
when they unknowingly violate laws/regulati.ons. Failure of an enployer to
canply sdth pertinent laws/regulations may necessitate discontinuation of
the training agreenent.

ealadhalakul&ILConiaiata is a
problems. It may be obtained fram
of Adult and Vocational Education,
99811, 465-2982.

Federal Laws

helpful booklet which summarizes cannon
the Vocational Materials Library, Office
Ooldbelt Place, P.O. Box F, Juneau, AK

Falz_labar_Siguidada_Amt
The Fair Labor Standards Act provides mdnhnun sage and overtime
standards, requires equal pay for ecual stork regardless of sex, and
contains certain child labor standards.

Iltle VI of the Civil Rights Act of 1961

7No person in the Uhited States shall, on the ground of race, color,
or national origin, be excluded from, be denied the benefits of, or be
subjected to discrimination under any progren or activity receiving
federal financial assistance."

Title IX of the Education Amenckeents of 1971
9No person . . . shall, on the basis of sex, be excluded fran
participdtion in, be denied the benefits of, or be subjected to
discrhmination under any program or activity receiving federal
financial assistance."

Section 504 of the Rehabilitation Act of 1973
"lio otherwise qualified handicapped individual . . . shall, solely by
reason of his/her handicap, be excluded fram the participation in, be
denied the benefits of, or be subjected to discrimination under any
prgrun or activity receiving federal financial assistance."

10 14



State Laws
falk&Atittatall.10.
Students in Work-Study Ptograms

Relating to workmen's compensation for high school students enrolled
in mak-study courses; and providing for an effective date. Section
1. AS 23.30 is anended by adding a new section to read:

Sec. 23.30.237. Ham SCHOOL STUDENIS E 70K-S1tUY PROGRAMS. An
individual who is enrolled for credit at a public high school in
a course which combines academic instruction with work experience
outside the school for a public or private, nonprofit employer is
an enployee of the state for the purposes of this ehapter while
he/she is performing the work experience. Weekly compensation
for disability or death under Uhis section may not be less than
the initial payment of compensation under AS 23.30.175.

Sec. 2. This Act takes effect July 1, 1980.

Alaska Statutes 23.05 and 23.10

EMployment Practices and Working Cbnditions. Fourteen and fifteen
year old students are not permitted to be in a training program unless
the program has been approved by the Cbmmissioner of the Department of
Labor.

Employe:s hiring fourteen to seventeen year olds must have on file a
written plan of instruction. The wTitten plan must include an
assurance that the employer abides by acceptable safety standards and
a statement that the student's employment wdll not interferewith
his/her education. If the program does not meet these conditions or
if a mdnor is not attending school then the form in Appendix 14 must be
completed and sent to the Department of Labor to secure a waiver. The
ccmplete law may be obtained from the Vocational Meterials Library.



Alaska Statute 23-10

ftloyment of Children

An exemption for student-learners shall apply when:

(1) the student-learner is enrolled in a -purse of study and training
in a cooperative vocational training program under a recognized
substantially similar program conducted by a private school; and

(2) the student-learner is enployed under a writtem agreement which
provides that

(a) the work of the student-learner in the occupations declared
particularly hazardous ydll be incidental to his training;

(b) the work will be intermittent and for short periods of time,
and under the direct and close supervisica of a qualified
and experienced person;

(c) safety instructions shall be given by the school and
correlated by the employer with on-the-job training; and

(d) a schedule of organized and progressive work processes to be
performed on the job ydll have been prepared; and

(3) each wTitten agreement eontains the name of the student-learner,
and is signed by the employer and the school coordinator or
principal.

Cbpies of each Agreement shall be kept on file by both the school and
the employer. This exemptica for the employment of student-learners
nay be revoked in any individual case where it is found that
reasonable precautions have not been observed for the safety of minors
employed thereunder. A high school graduate may be employed in an
occupation in which he has completed training as provided in this
paragraph as a student-learner, even though he is not yet 18 yesrs of
age. The complete law nay be obtained fram the Vocational Materials
Library.

12 16



Other Considerations
Elealtb_Gratificatea
Sone occupations may require a blood test and/or chest x-ray. Local
employers may require students to have a health certificate. In most
instances, upon successful completion of a tine test, the school nurse
can provide this infonmation. The Cbordinator should inquire of the
employer if this is necessary Men making arrangements for the
student's placement.

Student Insurance_Cbmerage

tt "Round-the-Clock" type of insurance policy for schools is
recommended. It is further recommended that the Cbordinator review
the coverage provided by the policy of the individual school district
with the students involved in the program and their parents.

liacaLlthairdpal Aksthing_es

Check into local nunicipal laws and ordinances that way pertain to the
program.

Local School District Policia
Check on your school district's policies to ensure that the program
conforms to those pclicies.

13 17
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Program Approval Standards

Cooperative Vocational Education
Therninhoin requirements for a cooperative vocational education course are
as folloms:

1. There must be on file at the school a signed, written Training
Agreement betweer the %yrk site and the local school.

2. Each student must receive instruction according to a signed, written
Training Plan, which coordinates in-school related class instruction
%dth an average of ten hours (maxim= of twenty hours) per week of
on-site training received fran the employer. Students receive both pay
and school credit for their work.

*a

3. There must be a course description outlining the student outcomes as
part of the particular vocational pragram (e.g. auto mechanics,
clerk-typist).

4. Each enrolled student must have successfully completed at least one
course within an approved vocational progran related to the job.

5. Each student must be enrolled for five (5) periods per week in an
approved related class or in an approved vocational class in the area
for which training is recaived on the job.

6. Each student must be legally employed and paid.

7. Each student enrolled in a Cboperative Vocational Education course must
be supervised by a teacher-coordinator.

8. Each Cooperative Vocational Education work site shall be visited by the
teacher-coordinator a minhnum of four (4) times per senester, including
a minimum of two (2) times %tile the student is at the work site,

9. A%mitten procedure must be developed and utilized to annually evaluate
each student's outcomes.

17
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Program Approval Standards

On-the-Job Training
The mdnimun requirements for a vocationally approved Ch-the-Job Itaining
course are as follows:

1. Mere must be on file at the schcol a signed, written Training
Agreement between the training site and the local school.

2. Each student must receive training according to a signed, written
Training Plan that is specifically individualized for that student by
the employer and teacher-coordinator.

3. Each student must be scheduled at the training site a mdnimun of ten
hours and a maxinun of twenty hours per week.

4. Each student shall receive school credit for successful ccmpletion of
his/her Training Plan activities.

5. Mere must be a teacher assigned to coordinate and monitor the
student's learning activities at the work site.

6. Each CUT work site shall be visited by the teacher-coordinator a
mininunof three (3) times per quarter while the student is at the work
site.

7. A, written procedure must be developed and utilized to annually evaluate
the course/training sites and the student outcomes.

18
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Summary

STANDARDS
Cooperative On-the-Job
Education Trainin

Written 1Yaining Agreement X

Written IYaining Plan X

Cburse description submitted X
to OAVE

Prior ompletion of at least X
one approved course %dthin
Vocational Education Program

Oirrent enrollment in an
approved class related to
training received on-the-job

School credit for successful
completion of training plan

Supervision by teacher -

coordinator

On-site visits by teacher-
coordinator

?kitten procedure for
annual student evaluation

Student receives pay

Legally employed

X

4 times per

semester, (2

times while
student is
at work site)

X

X

X

X

X

3 times per
qupriter %tile

student is at
work

Evaluation of
training sites
and student
outcomes.

19
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Steps in Setting Up and Operating
Coop OJT Programs
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Steps in Setting Up a Program
19 Secure district support and approval

District support is crucial to the success of the program. Approval for
development of the program may be obtained by careful prior planning.
Benefits of Cbop/OXE are listed on page 6.

Cannitments are needed fran the fol laving people:

coordinator
students

community volunteers/employers
school aiminir,tration
school staff

advisory committee made up nonthly of work site personnel

2) Develop program plan
Establish goals for the program to include pre-employment, career

decisionimaking, and specific job skills. Pre-employuent skills may
include initiative, relationships mdth others, quantity of work, quality of
work, attendance and punctuality, acceptance of evaluation, appearance, and
adaptability. See Appendix A for a list of pre-employnent eanpetencies.
Scope and sequence of the program should move the student along a hierarchy
from career exploration through pre-employment skills to an entry-level
occupational status. Eevelop the program plan to include a general course
description, a list of akills and competencies to be learned and evaluation
methods.

Possible methods of delivery include the following options:

a) Use of community-based work sites as a teaching mode

b) Classroom instruction which incorporates in-school lab experiences
such as extracurricular club activities, co-curricular Vocational
Student Leadership Ceganization (VSLO) activities, and in-school
work placement (i.e. classroom aides, office aides, kitchen aides,
etc.)

c) Classroom instruction mthich incorporates lab experiences in a
school-based business

23
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3) Conduct community and student interest surveys
Develop or secure survey instruments:

to deterudne the need for the program
to assess support for the progran
to detennine the type of program needed (i.e. placement
in cannunity -based or school-based businesses)

to identify potential work sites for students
to identify potential advisory caunittee ambers
to Identify student interest

Mere are several options for distributing the survey:
mail it and conduct follow-up visits or calls
conduct a public meeting and have people complete

the survey at the meeting
send the survey hone wdth students
post a public notice of the survey

Cbmpile the results of the survey, and incorporate than into the (oop or
COT program plan. Semple surveys are found in Appendix B.

4) Recruit employers
Locate training stations:

Cbamber of Cbmmerce
COvernment personnel agencies
Trade associations
Ielephone directory
Cboperating business firms
ammunity survey

Ikvelop a list of potential eanronity volunteers/employers in the
eannunity. Every community has people who have job skills; be ereative in
developing your list. Include self-employed people who have no epployees.
Invite these individuals to participate in the Cbop or OJT program. .In
addition, compile a list of interested employers based upon the results of
the community survey. Ebve an orientation meeting for eannunity people to
describe the progrun. Find out same baste infonmation from interested
volunteers:

Lb they have career ladder opportunities for cluster training?
Do they have appropriate working hours?
Does the employer assign a supervisor for the student-learner?
Is it appropriate to student capacities, physical and
emotional development and axle maturity?

Do they have good health and safety standards?
Is it ce-going rather than seasonal work?
Does it fit the needs of the training plan?
Are they interested in placing a student?
Have they hired students in the past?
Do they have thne to train a student?
Would they like more information about the progran?

24
24



5) Form an advisory committee
An advisory cammittee is a group of individuals interested in the program.
There are several advantages to having an advisory cannittee. The
cammittee can:

provide a link between the schools and the community
provide input on occupational requiranents
provide input on camunity needs
provide input into ways of helping students to mderstand
subsistence and cash eeonanies as co-existing systems

provide support and Edvice on training needs, nem
innovations, equipment, etc.

The advisory cammittee should consist of a mininun of four to amaxhnun of
twelve malbers, The committee should represent a wide cross section of the
ccomunity. An advisory committee handbook is available fran the Vocational
Materials Library.

6) Recruit and select students
a. Include information about programs in local publications.

b. Rave students complete applications for the program.

c. Review student emulative records and arrange for necessary
special tests and inventories.

d. Discuss job training possibilities tith students.

e. ihlk to parents about the program.

f. Arrange for student interviews tith potential employers/
camuni ty volunteers.

7) Place students in job sites
a. Amrange meeting tith student, employer, and Cbordinator to

develop training agreement, training plan and %ark schedule.

b. Rave students complete necessary employment fonms as well as
progran forms.

c. Reconfirm ne leolity of all arrangements regarding placement
according to local, state, and federal labor laws.

d. Provide training station supervisor with orientation checklist
and offer assistance in working tdth trainee.

e. Provide employer with evaluation fonn to be used with trainee.

25
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8) Orient students to job sites
Careful orientation of the student-trainee to his/her new work statica is
imortant. Discuss the following topics:

a. Elements of student-trainees new job

b. Arrival and leaving times

c. Checking in and out procedures

d. Lunchtime, coffee break procedures

e. Pay schedule (Cbop)

f . Conputation of 'ages ((bop)

g. Deductions fran pay (Cbop)

h. Employment benefits

I. Record keeping procedure:

j. Promotional possibilities wdth the firm

k. Union clauses as they relate to the student-trainee, if
applicable

1. Appropriate clothing or dress code

mu Safety information as pertinent to the company

9) Visit/supervise students in lob sites
a. Mbet with employer at least three times a quarter for OJT and twice

a semester for COop to discuss the student training reports
cappleted by the employer.

b. Mbet wdth the student weekly to discuss progress in meeting goals
fram the training plan. Edscuss the student's self-evaluation on a
monthly basis.

The specific reason for making a visit to a training station wdll vary,
depending on the student-learner, the type of training station, the time of
the school year, and the types of instruction being carried out in the
classroan and on the job at the time.

There are several factors to cover in visitations:

a. Cbserce the student-learner an the job:

students enrolled in cooperative education and diversified
occupations - a mintmum of twice per emit=
students engaged in on-the-job training - three times per quarter.

b. Cbnsult with job supervisor frequently about the progress of the
student-trainee and suggestions to implement the training plan.

26 2 6



C. Cbnsult with top management or the training director occasionally
regarding cooperative vocational education.

d. Involve the job sponsor in evaluating student-trainee's work.

e. (bunsel the student-trainee at school after consulting with the
work site supervisor.

f. Mike appointments to see the student-trainee's work site supervisor
for input into the student's training progran and progress.

NCRE: It is very important that the teacher-coordinator be considerate of
the job sponsor's mark load, while at the same thme making sure the job
sponsor is totally aware of the "training priorities" and the
student-trainee's progress.

10) Conduct home visits
If you should find it necessary to visit a student's bane, the following
guidelines mdll assist you:

a. Learn beore the visit whether the fanny is new in the district;
and, whether any child fram the family has been in the pragram
previously.

b. ron't surprise the parents. A postcard or telephone call
concerning the time of the visit pays dividends in friendly
relationships.

c. Be prepared to accept calmly Ahatever living standards you may find
on a hame visit.

d. Etess simply. Be friendly.

e. Ihke a copy of your annual schedule of activities and explain it to
the parents.

f. Take pictures to WICAN and printed material to leave Adth the
parents.

g. Encourage questions and ideas fran parents and other children in
the family.

h. Itll the parents of prospective students about the cooperative
course offered ae, how they fit into the total school progoam. Use
simple, non -techhIcal words.

I. Itll about the success of graduates and the employment
opportunities for well-trained youth.

J. Extend a cordial invitation to parents to visit the department and
classes.
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11) Conduct related Instruction
Related instruction in cooperative vocational education should facilitate
the development of cepabilities the student needs to enter, adjust, and
advance in a oatisfying career. Astudent's career interests and plans may
change, but desirable vocational capabilities and campetencies needed for
future operations ,re learned through the medium of specific jobs within
the context of tht vonanie and social environment.

Follaming is a suggested outline of topics which eovld be utilized in
covering sane of the occupational adjustment capabilities needed by all
wyrkers:

A. Esseutial Factors in Job Search and Application

1. What type of jobs can I do?

a. Research vocational books and magazines
b. Study the job picture in the eammunity
c. Thoroughty study past experiences and abilities

2. What type of jobs can I most enjoy?

a. What hobbies do I enjoy?
b. What jobs relate to then?
c. ro I enjoy working wdth lots of people?
d. D3 I enjoy vorking alone?
e. Eb I prefer indoor or outdoor work?
f. What are my strongest likes and dislikes?

3. What agencies can help me?

a. State EMployment Service
b. School Cbunseling CWfice

4. How can I prepare for the interview?

a. Approach
b. Knowledge of business and firm
c. Choosing tine and place

5. lbw do I complete an application?

B. Basic Housekeeping Duties on All Jobs

1. Care for the work space.

2. Care for the equipment used.

3. Share general housekeeping.

a. Daily cleaning of shop, store, etc.
b. Extra cleaning in any slack time
c. Periodically cleaning thoroughly, including

equipment, wrindoms, etc.
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C. Henan Relations, Cbnduct, and Appearance on the Job

1. Maintain good relations ddth other workers.

a. Benefits derived
Helpful suggestions
Cheerful atmosphere
A first step to pranotion

b. Benefits given others
Job satisfaction
Cboperation and mutual benefits

2. Maintain relations ddth supervisors.

a. Understanding supervisors' problems
b. Value of your individual responsibility

3. Maintain safety on the job.

a. ranger to self and others
b. Annoyance
c. Interference ddth work

4. Maintain proper appearance on the job.

a. Cleanliness always
b. Inprovanent of self-concept
c. More pleasant for others
d. Selection of attire for each job
e. Care of employer furnished uniforms

D. Personal Habits and Health Habits, Effect on the Job

I. Maintain good personal habits.

a. Cbnsideration of others
b. Cdfensive habits avoided

SMoking in improper places
Leaving unclean facilities
Uae of distasteful language
Annoying habits and mannerisms

c. Pleasant and appropriate dress

2. Maintain good health hdbits.

a. Cleanliness of person
b. Sound eating and sleeping habits
c. Result in:

Less sick leave
Alert, efficient and safe work
Pleasant personality
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E. Personal Finances, Effects on the Job

1. Be a worry-free worker.

2. Demonstrate sounJ judgement.

F. Personality Growth and Development

1. Know benefits of desirable recreation.

2. Know benefits of public service activities.

3. Know benefits of intellectual activities.

G. Telephone Skills

1. Use telephone etiquette.

2. Use pleasant telephone voice.

3. Make the telephone work for you.

H. Commmnications, Oral and Written

1. USe effective oral cannunication.

a. The conversation voice
b. The speaker's platfonn voice
c. lbe telephone voice

2. Use effective vmitten communication.

a. The formal letter
b. The business memo
c. The note of message

I. Autamation and Projected Cnanges

1. Will ny job exist tomorrow?

a. What was my job like ten years ago?
b. hbat neN skills are needed today?
c. What trends are apparent?

2. %bat new skills are growimg in my occupation?

a. Is training needed?
b. Are schools available?
c. Is hmne study material available? %here?
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12) Submit evaluation of the Coop/OJT program
to the district Vocational Administrator
Include student and enployer evaluations of the program as well as
(bordinator observations and comments,

13) Conduct follow-up
The value of follam-up information cannot be stressed enough. The
justification of the Cbop/OXF program is primarily and ultimately based on
the number of students who enter successful employment in the occupational
area for which they mere prepared. Programs that can substantiate
placements provide one major positive aspect in evaluation of the progran,
especially in terms of eontinuation or expansion of the Vocational
Education Progran. Write a year-end final report for presentati-n to the
local school boards and to your local vocational advisory counci.. This
final report would be based on a follow-up of your work experience students
and could include the following:

a. Number of students enrolled

b. Number of students continuing employment

c. Number of training stations used

d. Report of media coverage and support

e. lbtal mages earned by student-trainees

f. Positive communications from employers

A sample follow-up form is included in Appendix L to assist in gathering
the above information.

14) Use public relations projects to inform people
about the program
Cbneral

Many different types of communication media can be used to inform the
school and the community about (bop and CUT. Set a goal of bwa public
relations projects each month.

93r



School Relations

Cboperation and support from administration, advisory councils and
instructional staff are essential to continuing success. Therefore, the
teacher-coordinator should prepare periodic and annual reports to keep
these individuals informed of the progress and activities of work
experience education. Special efforts should also be made to keep the
administration, principal, coundtling staff, and advisory cannittees
informed regarding accomplishments u. students enrolled in work experience
programs.

a. Prepare and duplicate handout materials explaining CbophaJT.

b. Arrange personal interviews with sophomore and junior students.

c. Arrange for the teacher-coordinator or student representative to
discuss Coophan in the homerooms.

d. Have a Nalest Day" for students %to may be interested in a vocational
career.

e. Ddsplay instructional waterial.

f. Encourage active participation in community and school events through
the following activities:

Style shows

Sponsored dances
Youth week
Business survey

Individual marketing studies

g. Produce brochures for students and staff of the school.

h. Hold teacher-coordinator meetings and workshops within the school and
district with staff not involved in work experience education.

Cbmmunity Relations

a. Distribute newsletters or bulletins of general news and personal notes
about Cbopfian to parents, faculty, and administrators.

b. COnduct local radio or television program interviems with:

Students at training stations

Graduates of Coop/OJT in jobs
Cboperating employers
Achinistrators
Parents of student trainees

Mambers of the advisory committee

c. Design a brochure on CbopAWT and distribute to local businesses.

d. Hold an employer-employee banquet.
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e. Present awards at an award assembly to outstanding students in each
occupational area. Criteria and judging can be the decision of the
advisory committee.

f. Conduct tours for parents to the training stations and prepare nems
articles and pictures about this event.

g. Have employers tour the school and visit related classes.

h. Have students talk to civic groups about features of Cbop/CUT.

i. Present certificates of merit to cooperating eaployers to display.

j. Send letters of appreciation to employers and advisory committee at the
end of the school year.

k. Thke advantage of opportunities to speak to calamity groups, service
clubs, P.T.A. and church groups.

1. Do feature storis and subnit to newspaper, trade publications or
professional journals.

nu Mike pictures of students working in jobs and post then.

n. Display pictures of examples of students' hark in local stores or
public buildings.

o. Arrange special programs and speakers for Career Lays.

p. Ask school and local papers to publicize CbophOJT.

q. Present the story of CbopharT to civic, professional, and lay groups.

r. Inform and enlist the support of the counselors and the faculty.

15) Keep accurate records
To meet program approval guidelines, districts mut submit an example of
their local Training Agreement Fonm and Training Plan Form.

Appendices D and E contain samples of such forms. Districts may choose to
devise fonns suitable to local programs.

The number and kinds of records kept by the local school must be detenmined
by the administration ard teacher-coordinator. lb substantiate mdntmun
requirements for Cbop and OJTand to enhance efficient program management,
the following Ules should be maintained:

1. An individual file for each training station
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2. AnjwayiduiljilLiar_easbanrsalfLaiiident. It should contain
(a) Application for enrollment in the program
(b) Eaploynemt referral record for each student-trainee
(e) Training agreement
(d) Nbuthly student-trainee's evaluation of job
(e) Wbnthly employer's evaluatice of student-trainee
(f) Teacher-coordinator's visitation reports
(g) Weekly training report by student-trainee

3.

4. Gradnordwith attendanee narked, including the day each student
starts his/her wmek experience and the last day on the job

5. Proof of as, of student (alerts supervisors to lhmit work activities of
udnors to those allowed by bmN)



4'.IM

Roles of Those Involved in Programs
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Roles and Responsibilities of Those
Involved in Programs

Teacher-Coordinator
The following are suggested major areas of responsibilities for the
teacher-coordinator.

1. Select and guide students.

a. Describe the program to students.
b. Work mdth guidance personnel.
c. Provide occupational information.
d. Cbunsel students about entering the program.
e. Ghther informutice on students.
f. Schedule students.
g. Help enrollees with career planning.

2. Place students in training jobs.

a. Enlist participation of cooperating employers/community
volunteers.

b. Select suitable training stations for each student.
c. Orient employers, training supervisors, and co-workers.
d. Prepare students for job interviews.
e. Place students on the job.

3. Assist students in adjusting to their work environment.

a. Help students on their jobs.
b. Deal with job problems.
c. Plan persoral development with training supervisors and

students.

d. Evaluate job progress.

4. Improve training done on the job.

a. Establish responsibilities on the job.
b. Develop training plans and training agreements.
c. Cbnsult and assist training supervisors.
d. bikintain training emphasis.

5. Assist students in making personal adjustnents.

a. Aid students in correcting poor personal habits.
b. Cbunsel students with personal and socio-econamic problems.
c. Assist students with educational problems.
d. Resolve behavioral problems.
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8. Administer program.

a. flan program objectives.
b. Cbmmunicate school policy.
c. Ptepare reports.
d. Participate in professional meetings.
e. Cbnsult with peoplepower agencies such as employment

services.

7. Cbrrelate classroom instruction with on-the-job training.

a. Assist in determdning needed instruction.
b. Assist in obtaining instructional materials.
c. Advise training supervisors concerning applications of

classroom instruction to be made on the job.

8. Maintain good public relations.

a. Plan the publicity program.
b. Prepare the printed publicity.
c. Cbntact news media.
d. Maintain communications with faculty, parents, community,

employers, school administrators, and student body.

9. Maintain appropriate evaluations and records; have on
file a written training plan for each student.
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Training Station
1. Cboperate in developing training plan for student-learner.

2. Assign experienced employee to direct supervision of student-learner.

3. Pay wages comparable to those paid other beginniwg workers.

4. Cbarantee a mdnimum of ten hours per week for the training period.

5. Meke sure job doesn't interfere with students capability to complete
other courses in school.

6. Make wTitten periodic evaluatIon of the student's performance.

7. Report any dissatisfactions to the teacher-coordinator.

8. Pramote good sanitary and safety practices as well as appropriate
dress.

9. Alla" the teacher-coordinator to periodically observe the student at
the job.

10. Abide by federal, state and local employment laws and regulations.

11. Pramote positive work habits.

12. Rave on file and comply with a written training plan.

13. Discuss in detail adth the student the elements of the job, arrival and
leaving time, checking in and out procedures, record keeping procedures
and wage information for Coop students.

Student
1. Meet with coordinator and guidance counselor to discuss program; make a

commitment to personal career development through the CisophaTE
program.

2. Edscuss progran with parents and cawlete application form and
necessary parental/legal guardian penmission and release forms.

3. Interview for placement into progran.

4. %fork with coordinator and employer/camunity volunteer to cmplete the
training plan.

5. Abide by all of the rules and requirements in the training agreement,
training plan and work schldule.

6. Complete necessary evaluation fonns including the follow-up fonm.
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Program Forms
The following forms are meglitad:

Program Approval Forms

Districts requesting vocational approval for their Cbop and OJT pragrams
must submit Cffice of Adult and Vocational Educatico (AVE) Forms
V05 -223 -12a (Progran Description) and V06 -223 -12b ((burse Description)
that include a list of training sites according to CTP codes. See Appendix
C for these forms and a list of CIF codes.

Training Agreement

A signed, wTitten training agreement between the training site and local
school is required to be on file at the school. Districts requesting
vocational approval for their programs must submit a copy of the training
agreement fonm to the Office of Adult and Vocational Education. The
trainIng agreement should include amount of enployer payment, if any,
informetIon on the period of thne the student will be employed, the name of
the student's supervisor, the student's responsibilities ce the job, the
employer's responsibilities, the COordinator's responsibilities, provision
for a grievance procedure for the student, and an agreement to abide by all
pertinent federal, state, and local laws/regulations. Simple training
agreenent fonms can be found in Appendix D.

Training Plan

Each student must receive training according to a signed, written training
plan that is specifically individualized for that student by the
employer/community volunteer and Coordinator. A copy of the training plan
form should be submitted to CAVE if the district is requesting vocational
approval for its program. The training plan should also be kept on file
with the Cbordinator and the employer. The training plan is, in effect, a
lesson plan for the student's course of study, and should serve as a
working document; changes can be made in the plan as the student's needs
dictate. The plan should include information on the student's training
goals and a comprehensive breakdown of exactly %tat the student wants to
accamplish through the progran.

For Cbop, the training plan is %mitten to apply and refine the skills
learned in school. The prhmary responsibility of the instructional effort
is on the school. In the job, the student is applying job skills and beimg
productive. The training plan directs that effort. The training plan is
used:

to identify specific learning activities which the student will
experience

to identify fram %tom and %ten the student will receive the learning
activity

to identify specific learning activities on which the student will
be evaluated
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The training plan is a critical camponent of the OJT program. It directs
the InstrIctional effort enabling the student to gain job skills.
Therafore, special effort is necessary to develop a detailed plan and
learning strategy. The fon:ming procedure may be used:

1. In cooperation with the community %olunteer, the OJT Cbordinatoe till
conduct a task analysis to determine the knowledge and *ills needed by
the student to develop an entry level skill for the occupation for
which the student is being trained.

2. Write broad competencies for the course.

3. Write specific tasks to be achieved in reaching each competency.

4. Develop learning experiences that wir provide the student with
knowledge and skills required to achieve the competencies of the
course.

5. Develop a method of measuring the student's achievement of the
competencies.

O. As the student achieves competencies, keep a record on the training
plan to keep instruction on target.

Sample training plan fours are in Appendix E.

The font:wing forms are ressaumended:

Student Program Application

Ely completing a program application form, the student indicates 'Als/her
cannitment to the program. The information on the form also provides the
bordinstor and the employer with some basic information on the student.
Semple program applieation forms can be found in Appendix F.

Student Training Report

The Cbordinator, the employer, and the student should meet at ltast three
tines a quarter for OJT and four times a sanester for Cbop; bimnthly
meetings are encouraged. The training report foel should be completed by
the employer prior to the meeting and can serve a the basis for the
meeting. The focus should be on the student's progress in meeting his/her
goals as outlined in the training plan. Sample training report forns are
included in Appendix G.

Student Evaivation

Students should complete a monthly evaluation of their progress in meeting
their training goals as outlined in the training plan. If a student is
experiencing problems on the job site, it is recannended that the
Cbordinator and student meet weekly to complete an evaluation. Sample
student evaluation forms are included in Appendix H.



Student/Parent Agreements

110 Students should be aware of exactly what their responsibilities and
obligations are in the program, and should sign an agreement to abide by
those conditions. Parents should be involved in the student's Cbopg=
program, and be a party to the student agreement. The parents should sign
a form of release of liability. A sample form is included in Appendix I.

Site Reports

The Cbordinator will benefit from keeping a record of eoordination
activities. There are several reasons for keeping such records:

The Cbordinator has a record of conversations that relate to student
training station problems.

The Cbordinator has a record of employer comments regarding the
student's progress (or lack of it).

The Cbordinator nmy be called upon to justify his/her time being spent
in the comnunity outside the school. The report file provides
documentation ce those few nceasians when such justification is
neeessary.

The Cbordinator has a record that may be used as the basis for
preparing an annual report on program activities.

Smnple site report fortis are included in Appendix J.

Evaluation Forms

The Department of Education requires that a written procedure be developed
and utilized to annually evaluate the course/training sites and student
outcomes. It is hnportant to tailor your evaluation format to the design
of your progran. Work mdth school district officials to.incorporate the
CbophaFT program evaluation into the eva/uation of the entire vocational
progran. Smmple evaluatice foram are included in Appendix K.

Follow-up Forms

It is important to follov -up on students mho have been involved in Cbopharr
programs to determine the effectiveness of the progran. Appendix L
contains a sample student follow-up fonn.
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Sample Yearly Calendar
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Operating Calendar

Before School Starts
1. Discuss the OJT program with administration.

2. Secure business cards with student introductory information cm back for
use imhen sending students for interviems.

3. Survey the connunity for potential training sites.

4. Establish and work with an advisory committee.

5. Develop public relationecalendar for year. Cbntact advisory
cannittee, parents, service clubs, and news media.

6. Cbnfer with counselors, parents, and students.

7. Visit potential training sites. Identify training sponsor in each
site.

8. Cbntact the OffIce of Adult and Vocational Educatica of the Alaska
State Department of Educatica for assistance and information.

September

1. Cbntinue to survey community, sWdents, former students, and compile a
list of acceptable training sites.

2. Hold first advisory cannittee nmeting; release press notices.

3. Cbntinue external contacts with P7K, business, industry, etc. Use
bulletin boards, etc., for internal publicity.

4. Finalize selections of students and of training sites.

5. Cbnfer wdth new students.

6. iihve students apply for work. Seek nem training sites. Folios up on
businesses previously visited.

7. Interview students, complete placement, and compile student records.

8. Plan program of study for year.

9. Cbmplete necessary forms.
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October
1. Survey seasonal placement needs.

2. Publicize program both internally and externally.

3. Visit possible training sites. Infonm and reinfonm employers as to
purposes of the program.

4. Place students. retenmine semonal placeuent needs.

5. Hold open house or same planned opportunity for employers to visit
school.

b. Supervise and evaluate work site of students.

7. Follow up previous students in the program.

November
1. bleet with advisory counittee.

2. Publicize rogram through student speakers at clubs. Visit prospective
training sites.

3. Place seasonal workers. Continue regular visits to training sites.

4. Conduct advisory committee meeting.

December
1. Publicize progran in relation to Christmas season.

2. Be-survey for training sites. Use newmletter, personal contact to
inform employers of purpose of program.
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January
1. Meet mrith administrators and counselors about recruiting new students

for next year.

2. Make regular visits to training stations.

3. Adjust course of study and continue classroom instruction.

4. Veke any changes necessary in work sites for second senester.

5. Begin intervieming nem applicants.

February

1. Cbntact administration regarding budget and curriculum
recannendations.

2. Survey non-participating businesses about possible future training
sites.

3. Meet with advisory canmittee.

4110 4. Conduct in-school open house for faculty, parents, and students.

5. Visit training sites.

6. Cbntinue supervision and evaluation of students.
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March

1. Cbnduct internal public relations: speak to classes, prepare bulletin
boards, put ads in school paper. CbndUct external public relations:
have students speak to various civic organizations, contact
communications media on youth conferences, utilize guest speakers in
classes.

2. Prepare and distribute publiety to classes and school paper; send
letters to parents on selection.

3. Review applications of new students. Cbnduct personal interview wdth
prospective students. Bring cumulative infonmation forms up to date.

4. Visit possible and present training sites.

5. Begin placement procedures for next year.

6. Cbntinue supervision and evaluation of students and work sites.

April

1. Hbld an advisory committee meeting to evaluate program.

2. Promote progrun through articles and pictures of student-trainees,
training sponsors, and employers in school and local newspaper.
Encourage student to promote program among peers.

3. Review student applications. Make final selection.

4. Hold orientation weeting for interested students.

5. Seek neN training sites.

6. Cbntinue contacts. Follow up students. Help place graduates.

7. Cbmplete records, reports, tad incomplete projects. Fqan for banquet.
Publicize program and results in local news media.

8. EValuate each work site thoroughly.

9. Prepare a final report for the school board.
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May June
1. Ask superintendent to send letter of appreciation to training sites.

Clive personal thaNks to employers.

2. Cbnduct youth and employer banquet. Invite state officials, advisory
committee, owners, managers, city officials, school administration.

3. kelp place graduates.

4. Cbntinue placement. Seek new training sites.

5. Cbmplete final reports.

After School Closes
1. Survey coununity for training sites. Follow up graduates.

2. Supply advisory caumittee mdth printed review of year's activities.
Replace or rotate members.

3. Cbnduct internal public relations: confer with counselors and
administration. Cbnduct external public relations: with neNs media,
success stories, scholarships, student plans. Speak to groups.

4. Keep in touch %dth graduates on job placement.

5. *Ice complete check of available training sites. Inform all students
on how to contact you during the summer.

6. liold alumni meeting.

7. Fqace students.
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Appendix A

Pre-Employment
Competencies
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Pre-Employment Competency Areas
and Specific Competencies

Cbmpetency Area: Career
Decision-Making

Ompetency Area: Life/ Ompetency Area: job
Ibrk Bknagenent Getting

Cbmpetency Areas Ilbrk

Maturity

Specific Cbmpetencies -
Merit is Able to:

relfdiesessont, - Assess
values, identify skills
describe obstacles to
enploynent

OROMMLIMMUMWAL -
identify career clusters
and job duties

LabazidukaLiatatontiar
Describe current local
market, growth
occupations, relate
career choice to local
labor market

Cular_Lboica. -
Selec t an appropriate
career goal, know how
skills could be used in
other jobs, plan for
career goal and develop
specific steps

Specific Competencies -
Client is able to:

anAgingiulanal
BOADMIAJMUJI4E- Provide
for basic needs,
transportation and day
care. Erse consumer
skills, managelnoney.
Be aware of employer's
expectations regarding
substance abuse.

P2111111mablximilgbainit
Identify a problem, get
more infonmation,
analyze it, develop
alternatives, select a
course of action,
persevere through
obstacles

Specific Cbmpetencies -
Client is able to:

blakokimg - Identify
job opportunities

BeaumalAnd
appileaugiu- Cbmplete
an application and a
resume

02atantAkilk-Cbntact
employers by phone,
letter, or in person

Interviewing - Schedule,
prepare for, complete,
and evaluate an inter -
viem

Specific Cbmpetencies -
Client is able to:

ritgandabilitgLikliabilitx -
Mai ntain an acceptable
record, maintain
punctuality, give notice
of interruptions,
denzestrate reliability,
follow rules of the work
place

COmMunireibc Skillt
Follow instructions, ask
for clarification, use
listening skills

PenionaL.Balatiam
Maintain positive
attitudes toward others,
accept supervision and
criticism, cooperate
with others and accept
chain of command

Int t iative/Produetivity -

Organize time effective-
ly, be responsible, care
about the quality of work

Bhafir_Riati- thderstand
use of tax forme, employee
benefits, legal rights and
responsibilities of the
work place
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Appendix B

Sample Needs
Assessment
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Community Expertise Survey
Community: Date Prepared:

Name List Area
of Current
or Last
Wbrk

Last

Degrees
(lIgh
School,

Bachelors,
Masters)

List Any

Individual
Wbrk
Experience

List

Numher of
Years in
Present
Area of
Work

List

Ilobbies

Cbmments
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Employer Survey
Background Infonnation

1. Title or position of person completing this survey. ((leck one closest to
your title.)

President or CEO
V-P Industrial Relations
Personnel Manager
Hunan Resource Director
Hiployment and Training Manager
Other

2. What is the approxhnate number of employees in your firm during the last 12
months? (check one)

under 20
20-99
10-249

250-999
1000 plus

3. rtscribe your firm

What is Your Opinion of Vocational Education?

1. Students often are given the grades A, B, C, A and F (Fail) to denote the
quality of their murk. Suppose high school vocational educatiol in your
community mere graded the same way. %hat grade myuld you give high school
vocational education? (check one)

A
F (Fail)
No opinion

2. What grade would you ward postsecondary m3cational educatice? (check one)

'A D
F (Fail)
No opinion
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3. If you assigned a grade below A4 what are the most importEnt things high
school or postsecondary vocational education has to do to improve its grade?
(check three)

High Post-

:W=1 &mad=

Increase the number of different kinds of vocaticaal
programs.
Update vocational programs.
Inprove opportunities for minorities.
Insure that individuals who do not go on to college
have access to vocational education.

Provide work experience for vocational students.
Actively support eommomic development in the
community.

Inprove placement efforts.
, Stress teaching of basics (reading, writing and

arithmetic).

Involve employers more in vocational programming.
Increase collaborative retraining efforts writh
industry.

Other suggestions:

4. Considering nem employees who work in the same types of jobs, ham nuch
on-the-job training is required by those wdth a vocational education
background as compared to those without such training? (check one)

?bre training

Same amount of training
Less training
Ebn't knam

5. For a job requiring less than a four-year colege degree, would you hire a
vocational education graduate rather than a nonvocational graduate (all else
being equal: age, sex, training, experience, etc.)? (check one)

Yes
Nb. Why not?
Ebn't know
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WWys Your Firm May Wbrk With Secondary and Postsecondary Vocational Education.

Assume there are no legal constraints with local statutes or union contracts:
(check one per question)

Already
Da Jim_ /3a

1. Would you be willing to allow your
equipment to be used on your premises for
public vocational education training programs?

2. libuld you be willing to rovide
work experience for vocational education
students?

3. Wbuld you be willing to provide work
experience for vocational education instructors
such as a summer job to help them maintain
up-to-date skills?

4. Wbuld you be willing to provide work
experiences for guidance counselors to
increase their awareness of the iworld of work?

5. Wbuld you be willing to allow, one or
more of your employees released thne to teach
vocational education courses?

6. %Would you be willing to use vocational
education to retrain your experienced workers?

111

.10111

What Do You Mink Vocational Education Should Be Doing?

Several changes are under consideration in vocational education. For each of
the following proposed changes, indicate whether you agree, disagree or are
undecided.

data ammaae Uhdecided

1. Increase employability skills
training (job attituoes, interpersonal
relations, etc.) at the high school level.

2. Increase vocational education

courses in community or junior colleges.

3. Expand use of private sector
personnel as resources for vocational
education classrooms.
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4. Increase basic skills training
(reading, writing and arithmetic) at the
high school level.

5. Increase the in-class hours for
job skill training.

6. Insure that adults have access to
training for reentry skills for the job
market.

7. Increase employers' involvement
in the evaluation of vocational education
programs.

8. Expand use of public vocational
edUcation funds for triining/retraining of
employees at the job site.

Una DiliAgreg Undecided
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Student Preference Survey
Name

Last First Initial

Sex: Male Female

Address Phone

School Grade Counselor

Please print information as requested at the top of this sheet. The
following questions are about your educational and career plans. Each
question is important. Ybur answers will be used to help you understand
your educational and career goals and to provide you wdth information about
appropriate careers. Bead each question carefully and answer it as best
you can. Ybu are to mark only one answer for each question unless the
directions tell you to mark more than one answer. lb indicate your choice
simply circle the number in front of your answer.

A. The following courses of study are offered inmost high schools. NV
present course of study is (circle one or more)

1. Ceneral Education/Basic Skills
2. Clerical
3. Small Busines Management
4. Fine Arts
5. Food Service
6. Blame Economics
7. Cbllege Prep. Math/Sciences
8. Cbllege Prep. English/Social Sciences
9. Subsistence Living/Survival Skills

10. Power Mechanics
11. Cbnstruction
12. Other

B. Two of the following types of work which are of most interest to me at
this time are:

1. Artistic (creative work involving design, color and materials
or the performing arts such as music, drama or dance)

2. Clerical (work invulving precision, order and accuracy)
3. Cbmputational (work involving mathenaties or numbers)
4. Health Services (work involving health care of people or

animal)
5. Literary (work involving reading and writing)
6. Mechanical (work involving machines and tools)
7. CUtdoor (work that keeps you outside most of the time)
8. Persuasive (work involving sales, advertising, and/or public

relations)
9. Scientific (work involving discovery, understandimg and problem

solving in nature and the physical world)
10. Social Service (work involving helping other people)

69

60



C. Tao of my strongest aptitudes or talents are:

1. General learning (closely related to doing well in school)
2. Verbal (ability to work with and understand written and oral

information)
3. Nnmerical (ability to work well with nunbers and mathematics)
4. Spatial (ability to picture something in my mdnd from a drawing)
5. Form perception (ability to see important details and differences)
6. Clerical (ability to work yell with details in numbers or words)
7. Eye-hand coordination (ability to make a movement response

accurately and swiftly)
8. Finger dexterity (ability to work with anall objects rapidly)
9. benual dexterity (ability to move my hands easily and skillfully)

D. How sure am I that my responses to question "C" really are my strongest
aptitudes.

1. Certain 3. Uncertain
2. Pretty Sure 4. Very Uncertain

E. I would like a career with the following job characteristics: (circle
FIVE of those you would like)

1. Involves a high level of responsibility - makes key decisions
involving property, finances or human safety and welfare

2. Directs activities of others - work involves supervisory
responsibility

3. "'forks under close supervision - job performance and work standards
controlled by a supervisor

4. Hes repetitious work - performs the sane task on continuing basis
5. Cbmpetes with other people on the job for recognition and

advancement
6. hbrks with details on a continuing basis - may be numbers, %mitten

materials or technical data
7. Sees the physical results of work - produces a tangible product
8. Has an opportunity for self-expression - freedom to use one's cam

ideas
9. Helps people - assists people in a helping relationship

10. Works independently - requires initiative, self-discipline and the
ability to organize

11. Works as part of a team - interacts with felloN employees in
performing work

12. Work requires physical stamina - involves continued lifting,
standing and walking

13. Nbrks overthne or shift work - hours other than normal, daytime
shifts

14. Nbrks with ideas - uses intelect to solve problems
15. hbrks with people - requires a pleasing personality and Ability to

get along vith others
16. hbrks with things - job generally requires manual skills
17. hbrks at one work setting - generally confined to work area
18. Hes jobs widely scattered - jobs are located in most areas of the

United States
19. Mbtivates others - must be able to influence others
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F. Based upon facts I have now, my plans for the future are:

1. Tb graduate from high school and go right to work with no further
education

2. Tb join the armed forces
3. Tb enter an apprenticeship program
4. Tb get futher training at a trade, technical or business school
5. lb complete a junior college program involving two years of

training or less
6. Tb start a junior college then transfer to a four year college
7. Tb go right to a four year college or university
8. TO attend more than four years of college

G. Same high school students go to a boarding school as they can take
special courses. %mid you be willing to attend a boarding school if
the vocational courses you wish to take were not offered at your
school? Plese circle your answer.

1. Yes 2. No

H. Eb you feel that correspondence courses moult, oe a good supplement to
your high school program?

1. Yes 2. No

If Yes, list courses

I. Cbuld the Rural Student Vocational Program (two-week work experience
program based in Anchorage, Fairbanks and Juneau) be of benefit to you
in your career objective?

1. Yes 2. No

How

J. Should people in your community be used as teachers for the Vocational
classes?

1. Yes 2. No

K. Please note your need at this time for help with educational and career
planning:

1. Need considerable help in figuring out what I am going to do
2. Have some things planned but could use additional help
3. Eb not need additional help at this time as plans are pretty clear
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L. I estimate my grades since 8th grade to be:

1. Nbstly
2. Nbstly A's and B's
3. Nbstly B's
4. Nbstly B's and C's
5. Nbstly C's
6. Mostly C's and D's
7. Nbstly
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You probably have same idea of the occupation(s) you meld like to enter.
Please select your first and second choices CIVO ONLY) fran the 126
occupations listed by placing a "1" in front of your first choice and a "2"
in front of your second choice. If the occupation(s) in which you are
interested are not listed, please pick related occupation(s) or lace an 90
in the box narked "other" and ymite in the occupation(s) you prefer. If

you do not have any idea of the occupation you mild like to enter, please
place an "IC" in the box marked "undecided."

BUSINESS AND 0:M4lICE

___-Accountant
__Advertising Worker

Auto Salesperson
Automobile Parts Cbunterperson
Bank Teller
Bookkeeper
Cashier
Clerk Typist
Cbnputer Cperator
Hotel Clerk
Insurance Agent
Keypunch Operator
Manufacturing Salesperson
Personnel Worker
Purchasing Agent
Real Estate Salesperson
Receptionist
Restaurant Menager
Retail Sales Clerk
Secretary/Stenograpr
Stockbroker

Telephone Cperator

APPLIED AND PERFORMI1C ARTS

Actor/Actress
Comnercial Artist
Dancer
Interior Designer
Interpreter/11,anslator

Newmpaper Reporter
Lithoirapher
Model

Musician/Nbsic leacher
_Photographer

Photographic Laboratory lech.
Professional Athlete
Radio and Television Announcer
Technical Writer

ACRICILMEE AND OCNSERVATICN

__Animal Keeper
__Crop and Fruit Grower

Livestock and Dairy Farmer
_Fish and Cisme Warden
__Fisher

Forester
Forestry Technician
Cerdner/Grounds Keeper

SKILLED TRAM AND REPAIR

Cbnditioning, Refriger-
ation and Heating Mechanic
Aircraft Mechanic
Appliance Serviceperson
Automobile Body Repairperson
Au tanob i 1 e Mechani c

_Au tanob i 1 e Pa i nter

Automobile Tranmmission
Repairperson
Brick Layer
Business Machines
Serviceperson

_Carpenter
Cement Mason
Electrician
Yarn Equipment Cperator
Heavy Equipment Cperator
Industrial Machinery
Repairperson

_Lineperson
New Cer Get-Ready Person
Mechinist
Motorcycle Mechanic
Painter
Plumber

__Television and Radio
Repairperson
Welder
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__Air Traffic Controller
___,Airline Pilot
_Airline Steward/Stewardess
__Beauty (vendor
__BUB Driver

Caergy/Religious Worker
Cbok/Chef
Cbunselor
Custodian

__Firefighter
Cas Station Attendant

Ecommnist
awyer

__Librarian
__Military Service
__Nursery School lbacher

Police C/ficer
__Probation C/ficer/Parole Agent
__Psychologist
__Recreation Worker

Social Worker
Teacher
Truck Etiver
Waiter/Waitress

EMINEERIN3, mInfrIFIC AND
ISCHIIICAL

__Architect
Biologist
Cbemdcal Engineer
Chemist
Cavil Engineer
Cbmputer Programmer

____Etaftsperson
__Electrical Ehgineer
____Ehgineering/Science Technician

Cbologist
Mathematician

__Mechanical Engineer
Cbeanographer/Marine Biolagst
Surveyor

Systems Analyst

HEALTH SERVICES

__Dental Assistant
__Dental Hygienist
__Dentist

Admdnistrator
____Hbapital Altendant/Nurse Aid
__Licensed Vocational Nhrse
__Medical Assistant
__Medical Laboratory Vbrker

Occupational Therapist
Cptanetrist

Pharmacist
__Physical Therapist
__Physician/Motor
...Registered Muse

Veterinarian

Uchnician

Other

Undecided

74 65



e

Appendix C

Program
Approval

Forms

G6



District Vocational Education Program Application

Program DosarlptleoPorm A

Co Weeders: 'ff.o. sadism should be reepereively prepared Immo dm roadbed educeden einhatreter and the hum:demi
doff. remomible for mod*/ die came within dds medic pogrom For ado program. arm* Mk "Program
OrealprooForm A" with a espy of each "Course OestrIpdeoForm 11** needed to Implement the program Is the
OffIce of Adak end Weeders) &Wade& Itemin one cerropleee C014 1st die boa voadenel Wooden edminktrator's
offke.

homeroom Monk a waren set of "Program/Cowie Deterbodens" (Fame A end 5) ler midi vendor.) aboaden premien your
school &mkt piens to offer.

School District

Addrese

Concoct Ponon:

Telephone:

I. Vocational Program Titles
QirtiCasi; -
areidal4;---

2. Vocatienol Courses within This Programs Schodided tor Delivery,
(LA course Odes in die order they are to be micen every every second *very third
by die stiodmm.) yolir year year

Superintendent's Sirature Date

Vocadonel Director's Signaturo Dab

V05423.12 a
( ar. 445)

i
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District Vocational Education Program Application

I. Program Ms

2. Course ilde

3. Course Overvievn

Course DeserlptlettPorm

(Title frem Perm A)

4. Total Hours of Instruction (Must equal one semester or more for vocational approval.)

S. Ust ell sites whore this course is to be offers*

Major pieces of Instructional equipment (unit cost of 5300 or more) that are required and
avaloble tn teach this course:

7. Course OutNne:
(Note: The following form is a suuested format: district may substitute their own format if the
following Information is induded.)

Mahe Instructional

V0S223. I I
(it e/151

Instrucdonal Oblecthes
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pflOGRAM TITLES

Agribusiness and Agricultural Production
01.02 Agricultural Mechanics
01.03 Agricultural Production
01.05 Agricultural Services and Supplies
01.06 Hbrticulture

03 Renewable Natural Resources
03.01 Renewable Natural Resources
03.03 Fishing and Fisheries
03.04 Forestry Production and Processing
03.06 Wildlife Management

05 Business and Management
06.04 Business Adninistration and Mena/gement
06.18 Small Business Management and 0Amership

07 Business and Office
07.01 Accounting, Bbokkeeping, and Related Programs
07.03 Business reta Processing and Related Programs
07.06 Secretarial and Related Programs
07.07 Typing, General Office and Related Programs

08 Marketing and Distribution
08.07 General Mkrketing
08.11 Transportation and Travel Marketiwg

12 Consumer, Personal, and Miscellaneous Services
12.04 Cbsmetology

15 Engineering and Engineering-Related Technologies
15.02 burveying and Mapping
15.03 Electrical and Electronics Technologies

20 Vocational Bame Econamics
20.02 Child Cltre and Gbidance Menagement and Services
20.03 Clothing, Apparel, and Textiles Managenent,

Production, and Services
20.04 Food Production, Management, and Services
20.05 Home FUrnishing, and Equipnent Management,

Production, and Services
20.06 Institutional, Bbne Mknagement, and Suoporting

Services

43 Protective Services
43.u2 Fire Protection

46 Cbnstruction 'Diaries
46.02 Carpentry
46.03 Electrical and Power Transmission Installation
46.04 Building Maintenance
46.99 Omstruction Mades, Other

I1I
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CIPIDLES pmalAPA TIMES

47 Mechanics and Repairers
47.01 Electrical and Electronics Equipment Repair
47.04 Miscellaneous Mechanics and Repairers
47.0602 Aircraft Mechanics
47.0603 Automotiv, Body Repair
47.0604 Automotive Mechanic
47.0605 Diesel Engine Mechanic
47.0606 Snall Engine Mechanic

48 Precision Production
48.01 Drafting
48.02 Graphic and Printing Cbmmunications
48.05 Yielding
48.07 Woodworking

49 Water Transportation
49.03 Cbmmercial Fishing Operation
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Cooperative Vocational Education
Trainhg Agreement
111: this agreement the wdll penmit

(Training Agency)
to enter its establishment

(Student Neme)
for the purpose of securing training and kpmvledge in

(Job Iltle)
and enrolled in

(Related Caass)

All persons concerned jointly agree to the following conditions:

1. That the training wdll extend fram , 19
to , 19 , days per week.

2. That the student trainee and the training agency will have a
probation period of weeks. Al the end of this period the
student trainee, training agency, or the teacher-coordinator way
terminate this agreement.

3. The student trainee wdll divide his/her time: hours in
school; hours on the job.

4. The student trainee will be supervised by:

in school; on the job.
(Name)

(Name)

5. The training agency agrees to cooperate with the
teacher-coordinator in working out a training plan for the student
to follow during the year.

6. The school wdll make provision for the student to receive related
and technical instruction in the above occupation.

7. All complaints shall be made to and adjusted by the
teacher-coordinator.

8. The training agency is responsible for meeting State and Federal
regulations in regard to hours, wages and occupational hazards.

9. The student trainee may work after 4 p.m. and/or on Saturdays if
arranged with school and the training site.



10. The student pramises to abide by all implied and stated terms
included in this memorandum. The student shall be bound during
the on-the-job period by the ordinary school regulations. The
parent or guardian shall be responsible for the conduct of the
student while in training.

11. The student will not work at the training site on days not in
attendance at school. (applies only to normal school days)

12. Beginning wage for the student will be per hour.

13. It shall be the policy of this agency/organization to accept and
place Cboperative Vocational Education students without regard to
race, color, religion, creed, national origin, sex, mental or
physical handicap.

SKIED:

(Ehployer) (Student)

(lbacher-Cbordinator) (Parent or Guardian)

84



On-the-Job Training Program
Training Agreement

By this agreement the will permit
(Training Agency)

to enter its establishment
(Student Name)

for the purpose of securing training and knowledge in

(Job Title)

Adl persons concerned jointly agree to the following conditions:

1. That the training will extend from , 19

to , 19 , days per week.

2. That the student trainee and the training agency will have a
probation period of weeks. AI the end of this period the
studen trainee, training agency, or the OJT Cbordinator may
terminate this agreement.

3. The student trainee will divide his/her time: hours in
school; hours on the job.

4. The student trainee will be supervised by:

(Name)
in school; on the job.

(gmne)

5. The training agency agrees to cooperate with the OnCbordinator
in working out a training plan for the student to follow during
the year.

6. The school may make provision for the student to receive related
and technical instruction in the above occupation.

7. All complaints shall be made to and adjusted by the OJT
Cbordinator.

8. The training agency is responsible for meeting State and Federal
regulations in regard to working conditions, including acceptable
safety standards.

9. Employment of students cannot have a detrimental affect on their
education.
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10. The student promises to abide by all implied and stated terms
included in this memorandum. The student shall be bound during
the on-the-job period by the ordinary school regulations. The
parent or guardian shall be responsible for the conduct of the
student while in training.

11. The student will not work at the training site on days not in
attendance at school. (applies only to normal school days)

12. Payment to employer or employee, if any, is

13. It shall be the policy of this Agency/organization to accept and
place OJT students without regard to race, color, religion, creed,
national origin, sex, mental or physical handicap.

SICKED:

(Training Agency) (Student)

(CJT Cbordinator) (Parent or Guardian)
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Training Agreement
The agrees to have

Training Agency Student

to enter its establishment for the purpose of gaining practical knowledge

and experience in the occupation of from
Beginning Date

to . This training will be in accordance with the general
Closing Date

training outline and the following conditions:

1. The student, %tile in training, shall be deemed a trainee and shall
progress from job to job in order to gain experience. The time
schedule, as indicated in the training plan, shall be followed as
closely as possible. Safety instruction shall also be included on the
training outline.

2. The training agency will provide not less than ten hours per week of
training.

3. The school way provide instruction in the technical and related
subjects.

4. Reimbursement may be made to employer to replace materials and/or time
when productivity of student is less than training tiff* spent by
employer.

5. The trainee will adhere to all rules and regulations of the training
agency, and make every effort to report for work promptly. In the
event of illness or emergency, the trainee must notify the employer and
the OaCbordinator immediately.

6. If for any reason it is necessary to terminate a student, a conference
between the employer, student and ca Cbordinator must be held prior to
notification of termination.

7. The employer agrees not to hire the student trainee on a full-time
basis during the period of this agreement except by permission of
school officials.

8. Employer Igrees to provide acceptable safety standards.

9. Employment of students cannot have a detrimental affect on their
education.

Employer

WLSAxtrIlinlIgr

Student

Parent or Mardian

11111

from Qpidelines for Cooperelye.
Yocational Education in Community
Cp11eges, Coordinating Cbuncil
for Occupational Education, State
of Washington.
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OJT Program Student-School
Training Agreement
School None Date

High School

Edstribution

Student

Parent

Gbordinator

School District

Student's Name Date

I AGEE 10 BIEE 3Y THE PCLIONIMOONDITICKS:

1. lb drop all activities which interfere with iffy successful canpletion of
education and training in the on-the-job training program

2. lb maintain proper personal appearance rewirements of the job

3. lb be in attendance as required unless excused by the =coordinator

4. lb maintain proper behavior required for learning to occur for myself
and others

5. lb maintain proper business conduct at all thmes

6. lb abide by any and all rules and regulations, practices and procedures
of the OJT program not specifically stated above

7, lb provide uy own transportation to location

I UNDERSDUOTHWANY VICLATUN OF ANY PART OF THE ABM AGREEiMENT MAY
RESUUT Miff BEIM EROPPED FROW THE PROGRAM AT THEDISCRETIO4 OF THE au
GOGNDINME.

SIGNED

Student

I have read and understand the above agreement uy son or daughter has
entered into as a pre-requisite to acceptance into the OJT program of
vocational education and training. I grant permission for uy son or
daughter to live up to the terms of this agreement. I understand that try
son or daughter is enrolled in a high school training program and wdll
receive ho financial reward during instructional hours.

MIMED SIGNED
Cbordinator Parent or Guardian

DUE
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Coop Training Plan
The will permit fram

(Nhme of Business Firm) (Name of Student) (Nhme of School)

to enter their establishment as an enployee under the supervision of for
(Nhme)

the purpose of gaining knowledge and experience in the occupational area of

(Job Title)

ENSIRJUCITINS: Check whether Learning Activities are to be accomplished on-job OR in school. Cbnuents/
assignments and evaluation to be made accordingly.

Time for
Activity

Learning Activities Cm-Job In School Cbmments/
Assignments

Evaluation

Signed:

Employer Student OJT Cbordinator Parent or GUardian

SO



OJT Competency Training Plan

COURSE TITLE DATE

WR srrE CIP CODE

SPLURfF AGE

SDHODL YR. IN SCHDOL MALE FINALE

Overall Goal:

COMPENNCIES NEEDED TO
ACHIEVE THE CNERALL OBJECTIVE

ESTINMTED HOURS DATE CF
OF LEARNIIC COMPEFENCY

TIME ACHIEVEME/F

The student will be able to:

Signed:

Student Date Parent/Guardian Date

EMployerPOonmunity Volunteer Date OJT Cbordinator Da t e
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OJT Training Plan and Student
Progress Report

WIESE TITLE _Hz ' Lssistant

l'OCIE SITE

SMIDENT

MC% YR. IN SCPCCL MALE FINALE

DUE

CIF CODE 17.0602

AGE

Overall COm,.etency: The student wdll be able to perfenm those skills of a
nurses' assistaAt. These skills include: taking x-rays, preparing for
exams, and taking blood counts.

COMPEIMIES NEEDED 'ID
AGIIEVE ME OVERALL Mt/ECM%

The student wdll be able to:

1. Direct patients to exam :oom - basic hx -I' illness;
2. Thke temperature, pulse, and blood pressure;
3. Know hypodermic injection technique;
4. Set up for minor surgery;
5. Know initial care of accident victtm;
6. Assist in minor surgeries;
7. ullse aseptic techniques;
8. Chre for surgical instruments - including

sterilization;
9. Chre for the (*Antral supply area, x-ray department and

maintenance L.-Am;
10. Develop x-rays;
11. File x-rays;

12. Thke the following x-rays: chest, hand, finger, arm,
ankle, foot, toes, knee, KIE, skull series, and elbows;

13. DO laboratory work: use cell counter at hemoglobin
meter, hematocrit determmotion;

14. Eb routine urinalysis;
15. Chre for lab instruments.

ME OF
CCMPEIENVY
ACHIEVEMENT
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OJT Training Plan and Student
Progress Report

CURSE TITLE

MiE srm

SIIIDENT

Clerk, Typist DITE

CIP CCIE 07.0702

AGE

SCHOOL YR. 114 SCHOOL MALE FEMALE

Overall GOmpetency: Tte student %All be able to demonstrate to the
satisfaction of the trainer thece skills reequired of a clerk/typist in this
office.

03VIPEIENCIES NEM TO
ACHIEVE '11-1E OVERALL =MINT

The student will be able to:

1. Report for training on a punctual basis;
2. Give proper notification of absences from training;
3. Establish a proper, business-like relationship with the

supervisor and other office personnel;
4. File numerically;
5. File alphabetically;
6. Demonstrate proficiency in typing skills;
7. Type correctly the forms used by the office;
8. Type the documents used by the office;
9. Type correspondence correctly;
10. Use the calculator;

11. Compile information correctly using files and other
records;

12. Post information properly;
13. Use correct follow-up procedures;
14. Use correct telephone techniques

a. Answering the phone;
b. Taking messages;

c. Obtaining information by telephone;
15. Greet the office guests and give them basic

information;

16. Record incoming and outgoing mail;
17. Dress properly for the office situation.



OJT Training Plan and Student
Progress Report

COURSE TITLE General Store Operatiort rATE

WORK srrE CIF 03)E 08.0705

MINT AGE

SCHOOL YR. IN SCHXL MALE FEMALE

Overall Cbmpetency: The student will know the general operations of a
grocery store.

OMETE/CIES NEEDED TD
AGIIEVE THE OVERALL OBJECTIVE

The student will be able to:

DATE OF
OCNIPETEMY
AM/2MM

1. Receive incoming stock;
2. Order stock;
3. Stock shelves;
4. Price articles;
5. Keep daily inventory control;
6. Stock refrigerated food cases;
7. Thlly customers purchEses in cash register;
8. Make change;
9e Bag groceries.



OJT Training Plan and Student
Progress Report

=BEE TITLE Sales Clerk DOE

KKK S ITE CIP aDE 01.0706

STUDENT AGE

SMCCL YR. IN SCTICCL 11,1kLE FEMALE

Overall Cbmpetency:

OMPEIENCIES NEM 'ID
ACHIEVE THE OVERALL CBJECTIVE

The student will be able to:

1. Order merchandise;
2. Keep shelves stocked with --archandise;
3. Price articles;
4. Prepare inventory of stock;
5. Tally customers purchases in cash register;
6. Make change;
7. Wrap or bag merchandise.

EAU CF
OMPETENCY

=MOSE
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OJT Training Plan and Student
Progress Report

COLRSE TITLE Body & Fender Repair DATE

WORK srrE C1P CODE 47.0603

OMIT

SCHOOL YR. I/4 SCHOOL MALE FEMALE

CNerall Cbffpetency: The student will be able to do all types of body work
refinishing and reconstructing.

CavIPEIENCIES NEEDED TO
AGHEVE ME OvZIALL CBJECTIVE

The student will be able to:

1. Remove dents using the proper tools for a specific
job;

2. Expand metal using proper care and judgment;
3. Pull dents using the proper tools;
4. Nax, apply and smooth out putty;
5. Eb light sheet metal melding;
6. Prime, repaint and touch up automobile finishes.



OJT Training Plan and Student
Progress Report

COURSE TITLE lag Scaler EATE

WORK srrE

STUDECT ACE

SCHOOL YR. IN SCHOOL MALE FEMALE

CIP CODE 03.0405

Overall Competency: The student will be able to operate on a beginning
level as a log scaler.

CCMPRIMIES NEE= TO
AGIIEVE THE OVEIALL CBJECIIVE

The student will be able to:

1. Recognize different species of logs;
2. Use the scaling stick correctly to measure diameter;
3. Use the scalers tape correctly in determining

accurate lengths of logs including trim;
4. Use the proper scaling arrangement of every log;
5. Use the codes for defects and fill out a scaling

ticket properly;
6. Eetermine the various defects in a log and how they

apply to volume and grade by species;
7. Scale logs within the allowable limdts of the

+ or - 5% net scale;
8. Use the Scribner Decimal ncr Sca.a Pule;
9. Use safety procedure in scaling;
10. Pass written scalers test.
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OJT Training Plan and Student
Progress Report

03URSE TITLE Retail Sales Mmagement DUE

KEE SITE CIP axe 06.1401

STUDENT ACE

MCI YR. IN SCHOCL MALE FEMALE

Overall Competency: The student will demonstrate those skills necessary for
a person to become an assistant nenager in a retail store.

CCMPEIENCIES NEEDED TO
AGIIEVE THE OVERALL CaTECTIVE

The student will be able to:

1. Develop signs for in-store advertising;
2. Develop newspaper advertisements consistent with the

policy of the store;
3. Make sales;
4. Use the following forms skillfully: refunds, receipts,

return registers, order forms, red-line
adjustments, guarantees for tires and batteries, gun
registration forms, electronic equipment and tire
registrations;

5. Handle all frieght procedures skillfully: check-in,
returns, and freight claims;

6. Inventory;
7. Use human relations skills: telephone conversations,

and handling camplaints;
8. Use skill in the following cash procedures: making

change, ordering change, accepting checks, handling
credit applications, handling credit approvals, and
handling credit ratings;

9. Cbmpute hourly earnings;
10. Calculate the payroll taxes;
11. Compute the business taxes;
12. Vkite checks;

13. Determine when merchandise must be paid for to take
advantage of discounts;

14. Uhderstand the business expenses called overhead;
15. Dress properly;
16. Report for training on a punctual basis;
17. Make arrangements for absences fram training before

the reporting time. (24-hour advance notification oi
absence)

DkTE CF
OOMPETR4Cf
ACHIEVEMENT



OJT Training Plan and Student
Progress Report

COME TITLE Nuraes2_Aide,_ CATE

WORK srrE CIP CODE 17.0602

SPAMIT ACE

SCHOOL YR. Hi SCHOOL MALE FEMALE

Overall Cbmpetency: The student will be able to perform those skills of a
nurses' aide in a convalescent home.

MIME/CIES NEEDED 10
ACHIEVE ME OVERALL OBJECTIVE

The student will be able to:

1. Dress properly;
2. Use correct handmishing technique to prevent the

spread of disease ham one person to another;
3. Help a woman patient take care of her hair;
4. Keep the patient's roam in a clean and orderly

appearance;
5. Know the correct fire procedure;
6. Strip, wash and make a bed;
7. Care for the flowers of a patient;
8. Serve food to a patient;
9. Move a patient;
10. Help an ill person walk;

11. Sterilize bed pans and urinals;
12. Gave a back rub;

13. Cave a person a bed bath;

14. Help a patient shave, comb his hair, clean his teett,,
care for his nails, and dress and undress;

15. Assist a patient during a tub bath;
16. Assiat ajpatient during a shower;
17. Install d foot board and rails on a patient's bed;
18. Admit a patient to the convalescent home;
19. Discharge a patient from the convalescent home;
20. Describe the procedures to follow when a patient dies;
21. Take the blood pressure of a patient;
22. Give a patient an enema;
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OJT Training Plan and Student
IP Progress Report

MIME TIME Taxidernw

ME SITE CIP CCOE 01.0499

SIMETT ACE

SUM R. IN KIM MALE FEMALE

Coverall Competency: The student will have the knowledge and skill to mount
any animal or bird.

CCIMPEIENCIES NEEDED PO
ACHIEVE "IBE OVERALL CBJECTIVE

The student will be able to:

1. Skin and apply preservatives to snall animals and
birds;

2. Build body fonn fran measurements taken on skinning of
animals and birds;

3. Apply the hide to the finished form;
4. tb the necessary procedures to mount medium sized

anhnals and birds;
5. to complete wall head mounts;
6. EC rug mounts with open mouths;
7. EC rug mounts livith closed mouths;
8. EC canplete body nrants of large animals.
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OJT Training Plan and Student
Progress Report

COURSE TITLE Draftinr rATE

WORK SITE CaP CODE __.U.0101

SIUDERT AGE

SCHDCL YR. IN MIMI MALE FEMALE

Overall Cbmpetency: The student vidll have developed those skills of a
draftsperson at the entry level.

CCMPEIENCIES NEM) 'ID
ACHIEVE ME OVERALL =WIVE

The student will be able to:

1. Name the drafting equipment as it is displayed;
2. ro basic exercises with ease using the drafting

equipment;
3. Show skill using the straight edges and pencil;
4. Shaw skill using the straight edges and ink;
5. Shaw skill using the curves and the pencil;
6. Shaw skill using the curves And ink;
7. Shaw skill using the straight edges and curves in

ink on mylar;

8. am skill using the Leroy Lettering Set;
9. ShaN skill using the rapidograph pen with straight

edges and curves on paper and on mylar;
10. Burnish on numbers and pattern sheets;
11. remonstrate the proper handling and care of all

equipment;

12. rescribe the types of maps used oy the Planning
Commission;

13. Read steriographic pairs;
14. ramonstrate survey skills;
15. Demonstrate map construction and c.awing;
16. Show famdliarity with engineering drafting;
17. Show familiarity with design drafting.

11111111=M

DUE CF
CUITPEIENCY
ACHIEVEMENT
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Application for Enrollment in Cooperative
Vocational Education
1. Name Social Security #

Last Fi:st M I

2. Gkade level at start of program Junior Senior
(*Must be 16 years of age to participate in Cboperative Vocational
Education)

3. Name of Parent or GUardian Relationship

4. Ulephone contact number of Parent or GUardian

Hame %Irk_
5. General condition of health:

Special services required for employment due to handicap, if any.

. List all vocational courses you have satisfactorily completed.

Course Year

7. List vocational courses you will be or are enrolled in during the
time you are in cooperative vocational education.

What subjects in school have you enjoyed most?



9. %hat subjects in school have you enjoyed least?

10. What are your hobbies or leisure time activities?

11. List your previous work experience:

Type of Job Utities you performed of the job

12. Explain why you went to enroll in the Cboperative Vocational
Education program.

It shall be the policy of this agency/organization to accept and place
Cboperative Vocational Education students without regard to race, color,
religion, creed, national origin, sex, mental or physical handicap.

(Student's Signature Eete)

I recommend this student for enrollment in the cooperative vocational
education course.

(Vbcational Education Teacher's Signature Date)
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Application for Admittance into
the OJT Program
School Nwne Date

Name of Student Elate

Last First

Age (last birthday) Elate of Birth Bt. M.

Physical Cbndition Remarks

Address Telephone Nkimber

Nbther's Name Otcupation

Father's Nffie Occupation

Occupational Plans

OJT Offerings: List Priorities

A.

B.

C.

Others:

Prior work experience (include volunteer work, part time employffent, school
related vocational experiences, etc.)

J3B TITLE WrIES actuzicariazasalms

Leisure Time Activities and Interests:



Any pertinent in or out of school training Reaction to this training:
received:

Expressed vocational interest areas if identified:

Any physical or environmental lhmitations:

Comments:

Applicant/Participant Date Parent/GUardian Ltte
Signature Signature
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Coop/Off Teacher-Coordhator's
Visitation Report
Training Station Cbntact C/ficial

Phone

Trainee

rate Time

Points to Cbserve:

1. Cbnditions surrounding place a business

2. Altitude of workerF umvard teacher-
coordinator and student-trainee

3. Specific operations inWhich student-
trainee is engaged

4, hunediate related subject matter needed

5. Personal appearance of the student-
trainee

6. Apparent interest of student-trainee
to work

7. Apparent interest of employer in student-
trainee

8. Miscellaneous information

Acceptable Unacceptable



Coop/OJT Student Training Report
Student's Name Ctapany

Supervisor

Your eonstructive criticism enables us to provide better instructional training.
Please check the following traits as (0) Uhsatisfactory, (1) Poor, (2) Good, (3)
Excellent.

PEBStELTBUTE SKILL.PEBEINUM

Grooming 0 1 2 3 Typing 0 1 2 3
Suitability of dress 0 1 2 3 Shorthand 0 1 2 3
Personal hygiene 0 1 2 3 Transcription 0 1 2 3
Etportment 0 1 2 3 Filing 0 1 2 3
Speach 0 1 2 3 Grammar 0 1 2 3
Interest in work 0 1 2 3 Mathematics 0 1 2 3
Cb -operation 0 1 2 3 Spelling 0 1 2 3
Initiative 0 1 2 3 Punctuation and 0 1 2 3
Adaptability 0 1 2 3 capitalization
Ambition 0 1 2 3 Proofreading 0 1 2 3
Tact 0 1 2 3 Office Machines 0 1 2 3
Etpendability 0 1 2 3

Self-confidence 0 1 2 3

ABILITY 10 EgiSISEALimmuisma

Follow directions 0 1 2 3 Use of telephone 0 1 2 3
Thke criticism 0 1 2 3 Use of sources of 0 1 2 3
Understand 0 1 2 3 information

instructions Cffice Housekeeping 0 1 2 3
Altend to details 0 1 2 3 Meeting people 0 1 2 3
Keep on the job 0 1 2 3 Use of supplies 0 1 2 3

General rating of student:

(A) Excellolt (B) Good (C) Fair (D) Uhsatisf...atory

Please list any points that should be emphasized in training of student worker to
strengthen his/her position as an employee.

1.

2.

Date (Employer's Signature)

from Gliddelines for (Imperative

YagaiienaLlikaalign-raffmnitx
C11eges, Coordinating Council for
Ctcupational Education, State of
Wkshington.
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Coop/OJT Student Training Report
Student's Name Company

Supervisor

1. DEPENDABILM: Is the student regular, on timc, and careful to notify in advance
wten unavoidably absent?

Very reliable ( ) Ulually reliable ( ) Unreliable ( )

Cbmments:

2. COOPERATION: Dm the student keep the rules, follow instructions, and exhibit
an attitude of helpfulness?

Very cooperative ( ) Generally cooperative ( ) Uncooperative ( )

accents:

3. APPEARANCE: Ebes the student dress neatly and appropriately tDr the position?

Very neat Generally
and appropriate ( ) satisfactory ( ) Unsatisfactory ( )

accents:

4. RELIC RELATICNS: Does the student meet people well, establish good personal
relations, and create good public relations for the company?

Very satisfactory ( ) Nbderately satisfactory ( ) Very 2oor ( )

accents:

5. MOW IN LEARNING: Does the student cake the most of the learning
opportunities available in this situation?

Very interested ( ) hinderately interested ( ) Not interested ( )

Comments:

6. MIL= TO LEARN: Does the student evidence ability to learn this kind of work?

Very quick to learn ( ) Learns readil Y ( ) Rather slow ( ) Very slow ( )

Comments:

7. INITIATIVE: Etes the student exhibit initiative? Ebes s/he do work without
being told?

Above average Ctcasional Needs constant
initiative ( ) initiative ( ) direction ( )

Comnents:

8. ACCURACY: Is the student accurate in his/her work? Does s/he take care in
checking his/her work before submission?

Very Ctcational Cften Very
few errors ( ) errors ( ) careless ( ) careless ( )

°accents:

f ran Chadniingkinr_Cogagratigg

Yagatistailithriatian_in_flaximaitx
Cb11eges, Cbordinating Council for
Occupational Education, State of
Washington.
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Coop/OJT Student Training
and Time Report
Name of Participant:

Name of Supervisor:

Job Title:

TRAITS OF EMPIDYMINT READINIMS:

Traits/Characteristics

1. Initiative

2,WILignahialyitn others

5. Attendance/Punctuality

6. Tolerance for eritidism

7, Persanal_Anoearance

$. Service Mindedness

9. Tactfulness

10. Adaptability__

MONTRIXTIMESHEET

%fork Station:

(town)
Report Elate:

Program:

2 4 6 8 10

Hrs.

*************************************************M********MWSMW

19 20 21

Eirs .

22 23 24 25 26 27_ 28 29 30 31 Total

I certify that the hours worked as I certify that the above reflects
recorded above are correct. the total hours completed wnile

employed under the program for the
employee named.

(p-477:Ficipant's signature) (supervisor's signature)

114

1 01



.-./A=11
Guide Sheet for Performance Evaluation

1. INITICIEB:
2. Unsatisfactory; has to be

prodded
4. Occasionally shows drive and

imagination
6. Displays average drive and

imagination
8. Displays above average drive

and imagination
10. Displays exceptional enterprise

and high creative ability

2. RainceswEitimamifi:
2. Unsatisfactory; creates

friction and discontent
4. Tactless or uncooperative;

needs bmprovement
6. Average in cooperation and

cheerfulness
8. Above average in cooperation

and cheerfulness
10. Expresses unusual ability to

relate to others

3. clENEICLCIEJSMK:
2. Unsatisfactory; unable to

produce minimun tasks
4. Mtrginal, able to complete

minimal anount of tasks
6. Productivity within relative

majority performance
8. Above average productivity

10. Exceptional productivity

4. GOLMSEJEBB:
2. Unsatisfactory; does not

produce reliable work
4. Occasionally produces

accurate work
6. Average dependability and

accuracy
8. Above average dependability

and accuracy
10. Displays excellent ability to

produce top quality work

5. inanlEgaS&CIIEJJX:
2. Unsatisfactory; frequently

absent/tardy without good
reasons

4. COcasionally absent/tardy

without good reasons
6. Absent/tardy occasionally

with good reason
8. Seldom absent/tardy

10. Attendance/puntuality
consistently good

6. EILEBUGLIELCILITEIZI:
2. Hostile towards all criticiwn
4. roes not accept criticiwn

graciously
6. Accepts criticism, occasionally

makes effort to improve
8. Accepts criticiwn well, usually

makes effort to improve
10. Accepts criticism exceptionally

well and consistently nekes
effort to improve

7. AREBEAWE:
2. Cbnerally unclean appearance,

disheveled clothing
4. Etess and groamiag not

appropriate for work area
standards

6. Oress and grooming acceptable
for work area standards

8. Ueua.ly above average care of
clothing and grooming

10. Imnaculately groomed and

appropriate attire at all times

8. EigacrallIZELESS:
2. roes not think in

being employed to
customers

4. Ctcasionally provides thought-
ful assistance to custcaers

6. Average thoughtfulness dis-
played to customers

8. Above average in providing
assistance to customers

10. Displays excellent attitude to
customers in tenns of trying
to help them

terms of
serve

9. TAPILIMSE:
2. Is quick to criticize or

complain in front of others
4. Frequently displays lack of

tact

6. Displays average tactfulness in
dealing with custoners and others

8. Is discreet in discussing
personal or company matters

10. Is completely tactful in

dealing with all situations

10. MEMBILZas
2. Adapts to new Lssignments with

great difficulty
4. Adapts slowly but does work

with normal assistance

6. Adopts quickly to new assign-
ments with norual assistance

S. Adapts quickly to new assign-
ments without assistance

10. Adapts to new assionents with
speed and ease
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Coop/OJT Training Program Student
Quarterly Evaluation Sheet
School Name

Date

Name of Student

tete of Evaluation

Training Static%

Cbordinator

The student has achieved the following competencies:
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Coop/04JT Student's Monthly
Evaluation of the Job
Name Date

Job Title

1. List several work attitudes or skills you have learned to date.

2. Right now, how could you improve in your job-skills or attitude?

3. If you could change one thing about your job, what would you change?

4. What one thing do you like best about your job?

105



Coop/OJT Student Self-Evaluation
1111

Student Wbrk Period

1. What duties did you do:

LIU

a.

b.

c .

d.

TIM SPEW

2. What new skills did you learn on the job?

Describe

III/ 3. What problems did you encounter and haw did you solve them?

4. In what ways could your job sponsor and your coordinator help you
improve your job performance?

1211 0 6
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Coop/OJT Release of Liability
(Release of the District,

the Project and the Fnployer.)

I/We , the parent(s)/legal guardian(s)

of , a manor child, and said ndnor child, freely

and voluntarily release, fram any suit damage, action, or any other clahn

of any nature whatsoever, the School Edstrict, its liboational

Program and the Program Cbordinator.

This release is given for and in consideration of the above named

persons accepting said udnor child into the cbopPorr program. This release

is not effective as a release under those provisions of: (1) The librkmencs

Compensation Laws; (2) Those provisions of the Wage and Hour Acts (Federal

and State), which are not subject to waiver, and if applicable; (3) any

1110 Federal and State Law, or regulation, which cannot be waived; (4) any clahn

arising out of an intentional tort, by any of the released parties.

Further, this release is executed for the above mentioned

consideration, for and on behalf of the said mdnor child, and by him/her

such as is permitted by the lam and court of the State of Alaska.

This release is effective as egainst any officLrs, employee, agents,

contractor partners, heirs, successors in title, estates or representatives

of the above released parties.

In recognition of this release, and the value of the consideration

afore mentioned, I/we have caused our signatures to be affixed, this

day of , 19

Minor Child Signature Parent/Guardian Signature
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Call Report
0 Student Work Site

Address

Coop/On Instructor

Etta Notes on call

fran ar_DaC2Ldillial2Z. 111_222 Zailialia
anal, ftshington Sate Onnission
for Vocational Education.
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Coop/OJT Cooninator's Visitation Report
Student Wbrk Site

rate Time Phone

Points to Observe:

1. Conditions surrounding place of business

2. Attitude of workers toward 04ITCbordinator
and student-trainee

Acceptable Unacceptable

5. Specific operations in which student-
trainee is aimed

4. Personal appearance of the student-trainee

5. Apparent interest of student-trainee in
work

6. Apparent interest of employer in student-
trainee

7. Is related subject matter needed? Are there problems related wdth
the job situation?

I 1 1
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Coop/OJT Program Evaluation &Went
CUtstanding = 5

Cbod = 4
Average = 3

Fair = 2
Poor = 1

1. Was Cbordinator of the program satisfactory? 5 4 3 2 1

2. Were forms understandable? 5 4 3 2 1

3. Were site visits useful? 5 4 3 2 1

4. Whs classroom instruction helpful to the job? 5 4 3 2 1

5. Wks I prepared for work? 5 4 3 2 1

6. Wks the work site prepared for ffe? 5 4 3 2 1

7. Wbuld you recommend this program to others? 5 4 3 2 1

8. Whs the Cbordinator helpful? 5 4 3 2 1

9. What is the biggest strength of the program?

10. What is the biggest weakness of the program?

Cbmments:

1 QQ



Coop/OJT Program Evaluation Employer
CUtstanding = 5

Cbod = 4
Average = 3

Fair = 2
Poor = 1

1. iiks Cbordinator of the program satisfactory? 5 4 3 2 1

2. Were forms understandable? 5 4 3 2 1

3. Were site visits useful? 5 4 3 2 1

4. Wes classroom instruction adequate? 5 4 3 2 1

5. Wks the student prepared for work? 5 4 3 2 1

6. Whs the work site prepared for the student? 5 4 3 2 1

7. Wbuld you recommend this program to others? 5 4 3 2 1

8. Wes the Cbordinator helpful? 5 4 3 2 1

9. What is the biggest strength of the program?

10. What is the biggest weakneu of the program?

Cbmments:
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Sample
Follow-Up
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Coop/OJT Program Follow-Up

Dote

Neme Name in school records

Present address

Present employer

Present type of work

Other employment since completing the program:

Job Title Name of COmpany Ntinths hployed

Are you presently enrolled in:

C011ege 4 Yr ( ) C011ege 2 Yr ( ) Voc-Tech ( ) Other ( )

Are you employed in the occupation for which you were trained?

Yes, full tbme ( ) Part time ( ) Belated, full time ( ) NO ( )

Edd you seek employmeni in the occupation for which you trained? Yes ( ) NO ( )

Do you believe you were hired because of your training? Yes ( ) NO ( )

EO you feel your training was important to your job success? Yes ( ) No ( )

%ere you hired by the finn where you did your COop/OXT training? Yes ( ) No ( )

%bat wets your salary per month after training?

Beginning: Helm $300 ( ) $300-400 ( ) $400-600 ( ) $600-800 ( ) $800-1,000 ( )

Present
Salary: Below $300 ( ) $300-400 ( ) $400-600 ( ) $600-800 ( ) $800-1,000 ( )

%hat topics covered in OJT training were most beneficial to you?

Would you reconnend others enroll in Coop/OJT? %by or why not?

f ran QuidilneLALSkuszialm
YarAignaLlilugathalLILLeninuaitS
C011eges, Cbordirmiting Cbuncil for
Occupational Education, State of
Washington.
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Daratcr

VOCATIONAL EDUCATION ENROLLMENT REPORT

INSTRUCTIONS ON THE 11/tat

Keep mpg cop and send
in a &Oran cam to.

Department a Romero
Odat ot Alhatt

and
Vocattood Education

P 0 lox F
inneau. Alaska MI 1

Ammod Cameo aP Numbers

OrefOragns Tido

Pgrinde Fr day

Pang& is aglosl My

I) Ilambladisai angel
2) liradimmtad

3) lamookally Dinamatord
4) APINIANIkillay Dlisdoompod

1) LWOW Imdida

(kideation:it co back)

Ilm at llorgl: mat Corm

111143/14b
Maim' Me

SCHOOL

F... B

Typs or Prim
Igoinsea Nor

(Too, Ram LIM)

Vs

I
o 31

1

I
g

2

3

4

5

6

7

9

10

11

12

13

/4
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16

17

1$

16

20

21

22

13

24

25

36

27

2$

29

30

31

32

33

34

36

37

38

39

40
p.

Taawes Spawn Date

Vonoond Ad:grommet Sponge Dm
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INSTRUCTIONS POR COMPLETING VOCATIONAL EDUCATION ENROLLMENT REPORT

1. Count date fix enrollment is die fourth Friday of October.

2. The report is due 111 the Office of Adult and Vocational Education on cc
before Ncntmber 15th of the fiscal yea.

3. Periods per dayhow many peptide does the class meet each day?

4. Period in school dayhow many periods comprise a replar school day?

S. Student's nametecord all students enrolled in course.

6. Wen* sex of students.

7. Gradeidentify numericallyi.e., 9, 10, 11, or 12 (do not hst 7th or fith graders).

S. Indicate student status, as follows:
(1) Race/Ethnic Grollpby letter
(2) Handicappedby (x)
(3) Economically Disadvantagedby (x)
(4) Academically Duadvanagedby (x)
(5) Limited Estglishloy (1)

9. Teacher's signature.

10. Vocational Adminkaator's sipatiremay be voodoosi director, principal, or other
administrator m charge of vocational education

11. Complete repom by ached site, and mail copies by November 1S of the fiscal year to:
Ma of Adult end Vocaticmal Education
F.O. Box F
Juneau, Aliska 99811

12. Computer printouts containing the above requited infommtion are acceptable.

Rees/Erksie Grasps
AIAmerican Inchon
ALAleut
APAsian or Paci& Wander
ATAthabsscan
ELElack, not Himanic
ESEsiimo
HAHaida
HIHispanic
TLTlingit
TSTimshian
WHWhite, not Hispanic

Hasidlompak An individual whom Individual Education Plan (1EP) specifically idtatifiesspecial services and/or
*askance needed to succeed in the motional eduotion course/program.

Ilmesernisally DIsedvaimagedt For seminary onlyfunily annual income at or below the Gadd poverty line
established by the Federal Director of the Office of Management and Budget adjusted forMesita.

Assamileally Diesdemmapdt An individual who hes failed or is failing to succasfully complete his or her voca-
tional education course(s) due to lack of bulk skills.

Larked Enna Prollelaseyt An individual who comes from an environment where a language other than
Fmglish has had a significant impact on hisiher level of English language pavaiency.

1 19
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Appendix N

Application for
Authorization to
Employ a Minor



ALASKA DEPARTMENT OF LABOR
LABOR STANDARDS AND SAFETY DIVISION

APPUCATION FOR AUTHORIZATION BY THE COMMISSIONER
OF LABOR TO EMPLOY A MINOR

Anacreon must be fled mei Me newest labor Standards and Safety Division office wowing on the reverse pia to employing a minor.

SECTION (A) Is be eselolsied by Emplayar

Name cit Employer

City

location or Employment

Demi Actual Mess to bo Pr mined by /tenor

Do Mese duties *wave being on a Ncensed premise whose Ncoholic beverages Hour% 'Me
are consumed or sum, D Yee D No Ivay Prods

. 1., - .-0 :1 " . ..-.r 7 . .

0 14-15 years old when school is m session. hours mkt he Imbed los lots, ol nate hours ol school attendance plus employment in any one dot work we he Ow'lamed only between the hours ol 5 ast. and 9 p.m and totat hows worked inone week sie be limbed to 23 hours

0 14-15 yews old dieing achool vacasont work hours of be kneed to 40 hours Por week and work wIll be performed only between the hours ol S ern and 9 pm

0 16-17 years old - will not be employed mere than sk dove fo owl week

I.
affirm and agree that such conditionsworldng wel be meirtained and Mel all cronges shell nave theprof approval of Ihe Commissioner of Labor

Signature or Employer or Arra AclingTia Lmproyor
Dale

,SECTION (ll) To be siempleted by Parent ey Iburdlmt.

CERTIFICATE OF AGE YOU MUST ATTACH HERETO ONE OF
THE-FOLLOWING DOCUMENTS ORA CERTIFIED COPY THEREOF Place an X inthe87 1 lbbig ilicie0 wilithated a de 0C Ag: Car's*. 8 ASnirth Cart if

slaternent
. 111 :titer (Spectl Ey ) 0 PaliwcitName ot War

aim., birth

1

Last Grade Compieted

LialTYPIo encTheres orillnesses-Siolered Dunriglast-Tvro Years

I.
affirm Mel I the legalam guerdlan or parent ol the above named m...... _nd that suchminor hes my censers to be arnployed in any occupation authorised by Me Alaska child kW Ws. Abel's Statutes 23.10.325-370.

Signature of Parent or Guertien

SECTION (C) la be essapleeed by Ste Ceemrsiederarel Laker
The working =Mons Wined herein do/do not

1/111M/ endanger the Ift-kmb or health ollhe ninor akove nam-adand aulhoruationlo emOloY Nmnter under ONprovisions of the Make CNN Labor Act ee set forth in AS 23 10.325-370 is

Date Hied

Authorbed Ilepreeentatim
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Labor Standards & Safety Division
Alaska Department of Labor
1111 West Eighth Menus

P.O. eat 630
Juneau, Alaska 901102

Phone: 465-4842

EMPLOYEINI PLEASE NOTE.

Labor Standards & Safety Division
Masks Department of Labor

3301 Eagle, Suite 301
Pouch 7-021

Anchorage, Alaska 99510
Phone: 264-2435

OCCUPATIONS PROHIBITED TO MINORS UNDER 16

1 *Nonagons In menulsokeing. hanks or use of asoloakes.
2. Occups Nona of motor vehicle draw or heOer (tinned wiceptions).
3 miniree Marations Including cosi.
4. Logging or occupations in the operations of any serve* lath milk

sHnele ent or oeopemos
S. °ovations of powandriven woodweinino machines.
6. Occupations with expOSIM to radioactive sutetances ard to

ionising radkilon
7. Operation of elevators or other powergiriven hoisting apparatus
O. Operation of power-driven metal forming. punchier wid viewing

machines
Occupations involving deughtering. moat packing or processing or
rendering.

10. Occupations *waved iniheoperation andcleaning Gloom-driven
Wary machines

1 I . Occupations imbed in On operation of pemendrken paper
prate% " machines.

12 Occup: ,ons involved in the manufacture of brick. las and Nicked
products.

13. Occupations invoMMineteorwatico and dewing of circular san.
band savs. and guillotine shears

14. Occupations involved in tweaking. dsmolleon and shigebreaking
operedone.

15. Occupations evolved in rooting operations
16. Occupations 'mind WM escsvation operations
1> Electrical work with voltages excesding 220. or outside :,:ection or

repair. and mast leaks; inc4ing Mignon and teleplates tines.

Labor Standards & Safety Division
Alaska Department of Labor

Regional State Office Building
675 7th Avenue, Station J
Fairbanks, Aluka 99701

Phone: 452-3060

IF WOOER 16, THESE OCCUPAVONS ARE ALSO PROHIBITED

1. Occupations in manufectunng, Mang or processing. including work
'corneae places where goods we manufactured, mined or otherwise
processed

2. Occupation involved in operation of nOleting or pare .dnven
machinsry oho Men dace machines

3. °melon of motor vehicle or service as helper on motor vehicle
4. Public messengar service.
5. Occupations in or about canneries. seafood plants, including

canto. Meek: a butchering. ot the operation of any ftosting plant
and Ncluding loading or unloading

O. Work performed in or about boars. engine rooms or retorts
7. Work involved with maintenance or repair of the establishments

machetes or equipment
8. Ocoupstions Mat Wok, worldng awn aindow sills, ladders. sad-

folds or their suberhess.
9. Occonlions which *woke operating selling up. adjusting. dinning.

oiling, or repair of power-driven food slicers. grinders. choppers.
cutters aol bakery type mixers.

10. Work in Imagers, most coolers, or preporation of meat for sale
11. Loading Or unloading to and from trucks reilload cars or conveyors
12. Occupations in worshousos except office and clerical work
11 Occupations involving use of *wooled tools.
14 Occupations ir transportation of parsons or prooerty. warehousing

and storage. construction (netuding etemolltion and repair) except
Once or sales work in connection with these occuPntions

TITLE S ALCOHOUC BEVERAGES
ALASKA STATUTES

AS 04.18.0411

Sec. 04 16.049. Access olperson undo the sae 011910 ilansed premises (s) A person under the age of 19 years may not knowingly erect or remain in
premises ikeeneed undsr this tide unless

(1) accompanied by a parent, guardian or spouse van MN Gained the age of 19 yews.
(2) accompanied by a wan over theags of 19 years and with the console olthepersofs parent or guardian if the omens are licensed as arestaurant ar

eating place and the persona enter and remsin only for clang.
(b) Notwithstanding (a) of this secdon. a license hie agent. or employee may refuse entry to a person under the age of 19 yeses to that part of licensed

premises *which alcoholic bevempes we eon. sevedaroansuntsa, may rearm service Ws person under the spoof 19 years. or nny requirea Person under
the age ot 15 yews to leave ihe portion of the licensed premises in which alcoholic beverages are sold, served, or consumed.

(c)KohelhaandIng an section.a person between 18 and Illyeersof age rnay weer *Wrens* within the lamed premises of a hotel. rostawant. Or esti ng
pace in Me course el nts enIPMensnl I (I ) die emplOyment doss not invoker the service mixing, delivering. or dispensing of alcoholic beverages (2) the
person has the writton consent of aspirant or guarder% and (3) an eiremption Ircen the prohibition of AS23.10.355 is granted by the Department of Labor. The
board. wialliegoverning body having Vrisdiction and at the ICIrlee(l request shall designs% which premises are hotels, restaurantsor eating places for the
purpose of this subsectlon (3 ch. 131 RA 103).

The Went proldblion al the hows which14 w4 15 year olds may be slowed *work lemon strict than Aisskan law Dueto this conflict. an employer ol 1 4 or
15 yew olds may IN! that they are in =optima vs* state law but in *lotion of Wend law.

For memoir

Stan Law
CONVen 14 and 15 Hers Old may work

1) A total of 9 hairs of sand and work combined in one day.
2) Onk banal the hours of 8 sm. to 9 p.m.
3) No more Ohm 83 hours per week outside of school hows (domestic

work and bewailing exceolsd)
4) No more Ohm 6 dais per week.

Federal Lave
Children 14 end 15 yews old may only work.

1) Outside school hours.
2) Not more than 40 hours in any one week when school is no in session.
3) Not more than 18 hours in any week when school is in assay

4) Not more then 8 hours in any one dey *hen school is not in session.
8) Not more than 3 hours in any one day when school Is in seed=
6) Between 7 an and 7 p.m. in any one day except during the summer

(June 1 through Labor Day) when the evening hour wiN be 9 p.m.

There we certain anaptions to lie Federal Lento, sump* caldron in work etudy programs through their 'whoaate exempt from roma or aN of the hour
restrictions. For IUNter information on the Fedora Lan contact .The United Slam Wage end How Division. 701 "C* Street. Box 41. Anchorage. Alaska 99513
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Resarces
Vocational Education CUrriculum
Materials Library

C/fice of Adult and Vocational
Education

Department of Education
Box F
Juneau, AK 99811
465-2980

Cbmmissioner
Department of Labor
P.O. Box 21149
Juneau, AK 99802
465-2700

Wage and Hour Division

Alaska Department of Labor
One Sealaska Plaza
P.O. Box 630
Juneau, AK 99811
465-4039

Wage and Hour Division

Alaska Department of Labor
Regional State Mice Building
675 - 7th Ave., Station J
Fat-banks, AK 99701
452-3060

Labor Standards and Safety
Division

Alaska Department of Labor
Regional State Office Building
675 - 7th Axe., Station J
Fairbanks, AK 99701
452-3060

Chamissioner
Departnent of Oammunity
and Regional Affairs

P.O. Box B
Juneau, AK 99811
465-4700

Local Job Service Office
3301 Eagle Street
Anchorage, AK 99503
264-2631

Wage and Hour Division

Aaaska Department of Labor
3301 Eagle, Suite 301
Pouch 7-021
Anchorage, AK 99510
264-2435

Labor Standards and Safety
Division

Aaaska Department of Labor
3301 Eagle, Suite 301
Pouch 7-021
Anchorage, AK 99510
264-2435

Labor Standards and Safety
Division

Aaaska Department of Labor
1111 West Eight
P.O. Box 630
Juneau, AK 99811
465-4839
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